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I.  PERFORMANCE  MANAGEMENT  SYSTEM 


I.  PERFORMANCE  MANAGEMENT  SYSTEM: 


POLICY  AND  GUIDELINES 
(I.)  GENERAL  STATEMENT 

The  Performance  Management  System  (PMS)  is  a policy  of  the  State  of  North  Carolina, 
the  Office  of  State  Personnel  and  the  Department  of  Cultural  Resources.  The  depart- 
mental PMS  is  subject  to  audits  and  annual  reports.  The  PMS  is  mandated  under  G.S. 

143  A-17  and  143  B-lO(h). 

The  goal  of  the  department  is  to  offer  services  of  the  highest  caliber  and  emich  the  cul- 
tural, educational,  and  economic  well-being  of  citizens  and  visitors  to  North  Carolina 
through  the  preservation,  development,  promotion,  and  dissemination  of  artistic,  histori- 
cal, and  informational  resources.  The  PMS  is  designed  to  meet  this  goal  through  utiliza- 
tion and  development  of  the  department’s  work  force. 

All  employees  are  required  to  comply  with  this  policy,  regardless  of  the  funding  by  the 
General  Assembly  for  performance  pay  monies  and  regardless  of  whether  they  are  eligible 
to  receive  a performance  salary  increase. 

Any  violations  of  this  policy  are  to  be  reported  to  the  Office  of  the  Secretary.  The  Secre- 
tary of  the  Department  is  responsible  for  implementation  and  assuring  compliance  of  the 
policy. 

This  policy  is  designed  exclusively  for  the  Department  of  Cultural  Resources  based  on 
Office  of  State  Persormel  Policy  and  General  Statutes.  Therefore,  information  obtained 
about  other  government  agencies  may  or  may  not  be  similar,  and  will  not  apply  to  Depart- 
ment of  Cultural  Resources. 

Performance  salary  increases  are  not  an  entitlement  and  are  limited  to  funding.  There- 
fore, all  employees  exceeding  performance  expectations  are  not  guaranteed  a perfor- 
mance salary  increase.  Performance  salary  increases  are  subject  to  the  approval  of  the 
Secretary  of  this  Department  and  the  Office  of  State  Personnel. 

The  system  is  based  on  the  importance  of  managing  each  individual’s  work  and  continu- 
ous communication  between  employees  and  their  supervisors  and  managers  in  order  to 
meet  the  goals  of  the  Department.  It  is  designed  to  be  similar  in  philosophy  to  systems  set 
up  in  private  corporations. 

The  PMS  is  intended  to  insure  that  all  employees  are: 

1.  Aware  of  what  is  expected  of  them; 

2.  Provided  with  continuous  feedback  about  their  performance; 

3.  Provided  with  opportunities  for  development  and  training;  and 

4.  Rewarded  in  a fair  and  equitable  manner. 
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(II.)  PERFORMANCE  MANAGEMENT 


A.  THE  WORKPLAN  - DETERMINE  PERFORMANCE  EXPECTATIONS 


At  the  beginning  of  each  work  cycle  each  employee  and  his/her  supervisor  will  develop  a work 
plan  for  the  period  using  an  official  PMS  form  (or  same  format.) 

Work  Cycle 

The  work  cycle  is  to  cover  a period  of  time,  which  is  a minimum  of  6 months  and  a maximum 
of  1 year.  Unless  a shortened  workcycle  is  established  on  the  departmental  level,  the  workcycle 
shall  be  one  year.  Certain  exceptions  may  apply  for  employees  entering  a position  late  in  an 
established  unit  workcycle. 

1.  Primary  .Tob  Responsibility 

All  employees  will  have  one  or  more  primary  job  responsibilities.  These  would  compose  the 
broad  individual  elements  of  their  job  description. 

2.  Critical  Tasks 

Critical  tasks  are  the  important  duties  performed  in  order  to  complete  each  primary  job 
responsibility. 

3.  Descriptors 

Descriptors  are  a description  of  the  criteria  used  to  measure  performance  expectations 
(quality,  quantity,  timeliness,  cost  effectiveness,  manner  and  method  of  performance.) 

Expectations  must  measure  behavioral  aspects  of  the  job  as  well  as  the  product  or  result.  In 
state  government  the  “product”  is  primarily  service.  How  employees  provide  this  service  is 
a key  measure  of  their  performance.  Expectations  must  be  set  at  the  “meets  expectations” 
level  and  measured  in  a substantive  manner. 

It  is  the  supervisor’s  ultimate  responsibility  to  determine  performance  expectations  with  the 
next  level  manager’s  approval  and  direction.  Employees  must  be  involved  in  the  determination 
of  their  performance  expectations  and  offer  his/her  expertise.  Initially,  it  is  recommended  that 
a supervisor  instruct  the  employee  to  outline  his/her  individual  work  plan  and  then  together 
with  the  supervisor,  amend  and  revise  it  to  meet  the  goals  of  the  unit.  In  all  situations, 
supervisors  are  required  to  approve  the  final  expectations  as  determined.  The  supervisor  must 
clearly  communicate  with  the  employee  what  is  expected  in  his/her  job  performance  and 
document  it  in  the  work  plan. 
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During  the  work  planning  conference,  the  supervisor  must  communicate  to  the  employee: 

1.  The  primary  responsibilities  and  duties  or  projects  in  accordance  with  the  current  job 
description. 

2.  The  relationship  of  the  responsibilities  to  the  goals  of  the  work  unit  and  the 
department. 

3.  Indicators  for  measuring  performance  of  the  job,  and  how  information  will  be 
collected,  i.e.  through  feedback,  visual  inspection,  reports,  and  so  on. 

4.  How  information  will  be  reviewed  and  formally  appraised  at  the  end  of  the  work  cycle. 

Performance  expectations  must  be  established  or  updated  before  the  beginning  of  each  work 
cycle.  Expectations  may  remain  constant  from  year  to  year,  but  must  be  reviewed  to  verify  for 
any  changes  that  may  occur. 

4.  Special  Goals 

Special  goals  (section  B of  the  official  form)  are  goals  set  for  the  current  evaluation  period  and 
include  projects  that  are  usually  one  time  events,  not  recurring  routine  tasks  as  included  in 
section  A of  the  official  form.  They  may  also  relate  to  performance  improvement,  for  example, 
in  the  area  of  safety,  leave  abuse,  ability  to  work  in  a team  work  marmer,  or  manner  of  behavior 
to  the  public. 

Special  goals  may  also  include  an  activity  falling  under  “other  duties  as  assigned”  that  may  not 
be  recurring  tasks. 

The  GOAL  is  the  end  result  or  accomplishment  toward  which  an  employee  is  working. 

The  CRITICAL  ACTIVITY  outlines  the  tasks  or  activity  required  to  reach  the  goal. 

The  OBJECTIVE  section  refers  to  the  measure  and/or  the  method  to  be  used  to  appraise  the 
performance. 

B.  COACHING  - MODELING  - REINFORCEMENT 

Throughout  the  work  cycle,  supervisors  are  required  to  coach  employees  where  needed  and 
perform  as  MODELS  to  employees.  COACHING  is  a way  of  moving  employees  toward  new 
areas  of  experience,  new  demands  for  skill  development,  and  new  applications  of  ingenuity 
and  problem  solving.  This  is  best  attained  by  observing  employees,  praising  with  positive 
REINFORCEMENT  when  an  employee  is  doing  well,  and  problem  solving  with  the  employee 
where  expectations  are  not  being  met. 

C.  DEVELOPMENT/IMPROVEMENT  PLAN 


Employees  shall  be  offered  the  opportunity  to  grow  and  learn  in  order  to  exceed  performance 
expectations  in  their  position. 
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Employees  not  meeting  performance  expectations  must  have  a development  plan  tailored 
towards  improving  areas  of  deficiency.  These  may  include,  but  are  not  limited  to,  training 
courses,  workshops,  conferences,  on-the-job  training  activities,  job  rotation,  self-study,  and 
journal  publications. 

Employees  meeting  and  exceeding  expectations  may  also  have  such  a plan.  Supervisors  and 
employees  are  encouraged  to  be  creative  and  implement  plans  and  programs  that  will  improve 
each  employee  and  enhance  productivity  to  reach  the  goals  of  the  work  unit  and  department. 

Development/training  should  be  outlined  in  section  B under  goals.  An  example  would  be: 

Goal  - To  have  a comprehensive  understanding  of  the  VENTURA  desktop  publishing 
computer  program  and  its  applications  toward  improving  the  production  of  the  work  unit. 

Critical  Activity  - To  attend  and  complete  VENTURA  training  course  by  June  1,  19 . 

Objective  - To  furnish  evidence  of  satisfactory  completion  of  course. 

The  DEVELOPMENT  IMPROVEMENT  section  of  the  official  form  should  include  measures 
to  be  incorporated  in  the  next  evaluation  work  plan  and  workcycle.  These  are  to  be  based  on 
performance  improvement  needs  ascertained  at  the  end  of  the  current  work  cycle. 

ALL  PROBATION,  TRAINEE,  TRANSFER,  and  PROMOTED  employees  must  have  a 
development/training  plan  at  the  beginning  of  his/her  work  cycle. 

All  employees  not  meeting  expectations  early  in  the  work  cycle  shall  have  a development/ 
improvement  plan  added  to  the  work  plan  by  the  interim  review. 

All  improvement  plans  shall  specify  the  steps  employees  and  supervisors  will  take  in  having 
the  employee  acquire  those  skills  and  knowledge  . Time  frames  and  expected  results  are  to 
be  included. 

D.  INTERIM  REVIEW 

Supervisors  are  required  to  meet  with  each  employee  at  least  one  time  in  the  middle  of  the  work 
cycle  to  review  performance  to  date.  They  are  to  discuss  the  employee’s  progress  toward 
achieving  each  of  the  established  expectations  and  initiate  action  toward  improvement,  if 
needed.  This  review  is  intended  to  be  informal  in  nature.  At  this  review  the  supervisor  will 
review  the  work  plan  expectations  and: 

1.  Document  reasons  why  a specific  expectation  cannot  be  met; 

2.  Devise  a plan  to  overcome  any  deficiencies; 

3.  Discuss  overall  rating  to  date; 

4.  Eliminate  any  expectations  that  cannot  be  met  due  to  circumstances  beyond  the  control  of 
the  employee; 

5.  Record  the  date  of  the  interim  review  on  the  front  of  the  official  form;  and 
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6.  Transfer  all  data  to  official  forms  (if  not  already  being  used)  to  be  ready  for  the  final 
evaluation. 

E.  PERFORMANCE  APPRAISAL  AND  EVALUATION 

To  appraise  is  to  set  a value  on  something.  In  the  Performance  Management  System,  the 
supervisor  is  setting  a value  on  the  employee’s  performance.  Employees  want  to  know  how 
they  are  doing  on  the  job.  It  is  the  supervisor’s  responsibility  to  evaluate  performance  fairly 
and  accurately. 

If  a supervisor  has  been  thorough  in  communicating  performance  expectations  at  the 
beginning  of  the  work  cycle  and  has  properly  communicated  with  the  employee  at  the  interim 
review,  the  final  evaluation  conference  and  the  appraisal  of  the  employee  should  not  be  a 
surprise  to  the  employee. 

It  is  recommended  that  an  "evaluation  check  list"  be  set  up  for  conducting  the  final  evaluation. 
The  following  steps  must  be  followed  in  the  final  evalution  process: 

1.  The  supervisor  shall  schedule  an  evalution  conference  with  the  employee  at  the  end  of  the 
work  cycle; 

2.  The  supervisor  must  discuss  his  evaluation  and  rating  projection  with  his/her  manager  who 
must  concur  on  the  supervisor’s  rating; 

3.  Each  rating  shall  be  discussed  with  the  employee  and  the  reasons  or  justification  for  the 
rating  number  explained; 

4.  The  supervisor  shall  complete  the  Plans  for  Improvement /Training  Section  with  the 
employee  and  enter  this  data  in  the  next  work  plan  as  a goal  to  be  reached; 

5.  The  supervisor  shall  allow  the  employee  to  enter  comments  in  the  "employee  comments" 
section- the  employee  may  add  supplement  pages  and  attach  them  to  the  back  page; 

6.  The  supervisor  shall  request  that  the  employee  sign  the  form  agreeing  that  he  has  read  the 
contents  (If  the  employee  declines  to  sign  the  form,  then  the  supervisor  must  arrange  for 
someone  to  witness  that  the  employee  declines  to  sign  form  and  enter  "employee  declines 
witness  signature,"  insert  the  date  and  sign  as  immediate  supervisor); 

7.  The  supervisor  shall  submit  to  his  manager  the  employee’s  form  for  signature  and  for 
forwarding  to  the  Office  of  the  Secretary  by  the  deadline  date; 

8.  The  superviosr  should  retain  a copy  of  the  official  document  for  use  in  preparing  for  the 
next  cycle  and  destroy  it  when  it  becomes  obsolete; 

9.  The  supervisor  must  inform  the  employee  by  written  information  on  the  department  pay 
dispute  resolution  process  if  the  employee  wishes  to  seek  resolution  of  any  dispute  regarding 
(a)  his/her  overall  rating,  (b)  failure  to  recieve  an  increase,  or  (c)  the  amount  or  percentage 
of  the  increase; 

10.  The  employee  may  retain  a copy  of  the  official  completed  form.  No  changes  or  information 
may  be  added  to  the  official  form  after  the  employee  has  signed  it.  If  all  parties  agree  that  a 
change  must  be  made,  then  supervisor,  manager,  and  employee  must  initial  all  changes. 
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In  addition,  supervisors  shall  inform  the  employee  of  the  amount  or  percentage  of  the 
performance  increase  they  will  receive  as  soon  as  they  know  the  officially  approved  figure. 
Any  employee  with  a performance  rating  that  exceeds  expectations  but  who  does  not  receive 
a performance  salary  increase  or  receives  less  than  the  mid-range  value  of  the  percentage  scale 
shall  be  informed  of  the  reason  in  writing  by  the  supervisor. 

All  evaluations  and  official  forms  are  strictly  confidential.  Any  data  pertaining  to  them  should 
be  destroyed  as  soon  as  possible.  Supervisors  are  limited  to  discussing  with  their  supervisor 
only  an  employees’  performance.  Supervisors  must  assure  employees  of  this  confidentiality 
and  inform  employees  that  the  official  form  is  on  file  in  the  personnel  office  and  will  be 
destroyed  in  3 years.  Employees  should  keep  their  appraisal  confidential  and  be  aware  that 
complaining  and  bragging  about  their  rating  could  affect  the  morale  of  a fellow  employee  who 
may  or  may  not  have  received  a good  rating.  Asking  a co-worker  how  they  were  rated  is  an 
intrusion  of  his/her  privacy. 

1.  RATING  SCALE 

The  following  five  point  rating  scale  shall  be  used.  Definitions  are: 

5 EXCEEDS  EXPECTATIONS 

Performance  is  consistently  outstanding.  Tasks/activities  are  being  accomplished  at  the 
highest  level  of  performance.  Employee  seeks  to  expand  scope  of  tasks/activities  and  assumes 
additional  responsibilities. 

4 ABOVE  MEETS  EXPECTATIONS 

Performance  on  tasks/activities  is  occasionally  outstanding.  Some  aspects  of  performance  are 
at  the  highest  level,  while  other  aspects  of  performance  are  at  the  normal  level  expected. 

3 MEETS  EXPECTATIONS 

Employee  performs  all  task/activities  in  a comprehensive  manner  and  needs  only  general 
supervision.  Performance  is  at  the  expected  level.  Employee’s  work  is  usually  independent. 

2 BELOW  EXPECTATIONS 

Some  aspects  of  performance  are  at  the  normal  level  expected,  while  other  aspects  of 
performance  are  at  a minimum  level  and  need  improvement.  Employee’s  work  is  occasionally 
independent,  more  than  expected  amount  of  supervision  is  required. 

1 DOES  NOT  MEET  EXPECTATIONS 

Few  aspects  of  performance  are  at  the  level  expected,  and  many  improvements  are  needed. 
Close  and  frequent  supervision  is  necessary.  Actual  performance  does  not  meet  expectations 
of  the  position. 
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Employees  earning  a rating  of  4 or  5 are  eligible  for  a performance  salary  increase. 

A rating  shall  be  attributed  to  each  descriptor  and  then  all  ratings  are  totaled  and  averaged 
for  the  overall  rating.  Ratings  reaching  a mid  point,  i.e.  2.5, 3.5, 4.5,  shall  be  brought  to  a whole 
number.  To  determine  which  way  to  round-off,  the  following  factors  should  be  considered. 

The  work  plan  includes  the  large  percentage  of  the  critical  tasks  of  a position,  however  the 
remaining  percentage  of  the  job  and  certain  behavior  aspects  can  affect  the  overall  rating. 
Behavior  aspects  such  as  safety  requirements  adherence,  policy  adherence,  ability  to  work 
with  others,  behavior  demonstrating  consideration  of  the  unit  goals  and  the  manner  in  which 
duties  falling  under  “other  duties  as  assigned”  are  performed,  personal  conduct,  leave  without 
pay  abuse,  tardiness,  etc.  can  be  considered  in  bringing  a decimal  average  up  or  down.  The 
supervisor  must  clearly  convey  this  justification  in  the  overall  summary  section  of  the  official 
form. 

2.  Performance  Salary  Increase 

Performance  salary  increases  may  be  awarded  to  employees  receiving  an  overall  rating  of  4 
or  5,  (exceeds  expectations).  Many  factors  may  affect  the  amount  awarded. 

A.  Funding  to  the  Department; 

B.  A department  or  division  level  decision  to  apply  a reduction  factor; 

C.  A supervisor’s  request  to  award  a low,  mid  or  high  range  percentage  from  a scale  set  by 
the  Office  of  State  Personnel;  and 

D.  A change  in  the  rating  scale  to  be  used. 

The  majority  of  increases  will  be  made  in  August  of  each  year.  Evaluations  are  to  be  completed 
in  June  of  each  year.  In  special  circumstances  a salary  increase  may  be  awarded  at  other  times 
in  the  year. 

Prior  to  the  yearly  evaluation  period,  division  directors  will  be  notified  of  pay  policies,  funding, 
deadline  dates,  and  any  changes  that  may  occur  affecting  the  awarding  of  the  performance 
salary  increases. 

F.  USE  OF  OFFICIAL  PERFORMANCE  APPRAISAL  FORM 


The  official  work  plan  and  performance  review  form  in  use  is  the  only  form  approved  in  this 
Department  by  the  Office  of  State  Personnel  at  this  time.  It  is  set  up  in  a format  for  ease  in 
filing  and  auditing  at  the  administration  level. 

It  is  designed  to  be  used  as  a work  plan  for  the  work  cycle,  as  well  as  for  the  evaluation  rating. 
Writing  space  may  be  modified  by  “whiting  out”  any  unnecessary  headings,  photocopies  of 
section  A or  B for  additional  writing  space  may  be  inserted  in  the  form. 
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The  following  options  may  be  used: 


A.  A “rough  draft”  work  plan  outlining  Section  A^Primary  Job  Responsibility.  Critical  Tasks, 
and  Descriptor ; and  Section  B.  Goals.  Critical  Activities  and  Objectives,  may  be  used  at  the 
beginning  of  the  work  cycle  and  then  transferred  to  the  official  form  after  the  interim  review. 

B.  Photocopies  of  the  official  form  are  permissible. 

C.  Computer  desktop  publishing  applications  or  similar  applications  may  be  used  to  design 
forms  as  long  as  they  are  of  the  same  layout  in  a landscape  mode.  The  cover  page  must  be 
identical.  Desktop  publishing  applications  aren’t  available.  Photcopies  may  be  made  of  the 
offical  form. 

D.  Signatures  on  final  official  forms  must  be  original  and  not  photocopied. 

G.  TRAINING  PROGRAM  ON  PMS 

Training  of  staff  of  the  Department  of  Cultural  Resources  in  the  Performance  Management 
System  is  available  to  all  employees.  Periodic  group  training  times  will  be  announced  to 
division  directors.  On  site  training  can  be  arrranged  when  more  than  5 people  are  present. 

The  purpose  of  the  training  is  to  retrain  the  staff  regarding  changes,  to  review  the  system,  and 
to  train  new  supervisors  in  the  policy  and  implementation  of  the  system. 

The  PMS  Coordinator  will  analyze  official  forms  for  errors  in  administering  the  system  and 
arrange  further  training  for  the  staff  needing  improvement. 

All  training  is  scheduled  by  the  PMS  Coordinator  and  can  be  arranged  by  contacting  the  Office 
of  the  Secretary  at  733-4867.  Employees  who  have  questions  are  encouraged  to  call  the  PMS 
Coordinator. 

(III.)  RELATIONSHIP  OF  PMS  TO  OTHER  PERSONNEL  ACTIONS 

Information  contained  in  the  performance  appraisal  form  should  coincide  with  and  influence 
personnel  actions  such  as  selection,  staffing,  discipline,  or  training  and  development  needs  of 
a work  unit.  A current  official  performance  appraisal  form  shall  be  on  file  before  a promotion, 
transfer,  reduction  in  force  or  displinary  proceeding  may  take  place.  These  personnel  actions 
must  be  consistent  with  an  employee’s  overall  appraisal.  If  this  is  not  the  case  a written 
justification  must  be  submitted. 

Employees  in  a certain  categories  may  or  may  not  be  eligible  to  receive  performance  pay 
increases,  as  outlined  below. 


1.  PROBATIONARY  EMPLOYEES  - NEW  HIRES 

All  employees  who  are  new  to  state  government  must  serve  a probationary  period  of  a 
minimum  of  3 months  and  a maximum  of  9 months.  Upon  completion  of  this  period,  they 
become  permanent  state  employees. 
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Probationary  employees  must  have  a work  plan  and  job  description  within  30  days  from  the 
date  of  employment.  An  interim  review  at  the  end  of  the  employee’s  probationary  period  must 
be  completed  before  the  employee  may  move  to  the  permanent  status.  New  employees  not 
meeting  performance  expectations  may  have  their  probationary  period  extended,  not  to 
exceed  9 months  or  may  not  be  retained  in  employment.  Supervisors  are  responsible  for 
administering  this  work  plan  and  review  on  all  new  employees.  Personnel  action  requests  are 
to  be  submitted  to  place  an  employee  in  permanent  status. 

Upon  receipt  of  documentation  of  the  approval  of  the  department  secretary,  the  supervisor 
shall  inform  the  employee  of  his/her  permanent  status  and  continue  the  work  plan  for  the 
remainder  of  the  current  work  cycle.  Prospective  employees  must  be  informed  of  these 
procedures  before  employment. 

Probationary  employees  are  not  eligible  for  performance  pay  increases  while  in  probationary 
status. 


2.  TRAINEE  EMPLOYEES 

Employees  who  are  in  a “trainee  progression”  must  have  a work  plan  and  review  completed 
before  moving  to  the  next  level  of  each  progression.  Job  descriptions  and  work  plans  must 
be  established  within  30  days  of  initial  placement  in  the  position.  Supervisors  are  responsible 
for  administering  this  work  plan  and  review  on  all  trainee  employees.  A personnel  action 
request  to  move  the  employee  to  the  next  level  of  progression  is  to  be  submitted  before 
movement.  Employees  in  a trainee  status  are  not  eligible  for  performance  pay  increases. 


3.  LEAVE  WITHOUT  PAY  EMPLOYEES 

Employees  earn  8 hours  per  month  for  “sick  leave”  for  their  use  during  illness,  doctor  visits, 
and  family  illness  or  death.  Employees  are  encouraged  to  accumulate  as  much  time  as 
possible  in  order  to  have  no  interruption  in  their  pay  when  a serious  illness  or  happening  might 
occur.  Otherwise,  an  employee  must  be  put  on  leave  time  without  pay  and  considered  not  to 
be  in  pay  status.  Because  this  situation  creates  a strain  on  the  work  unit  and  causes  other 
employees  to  carry  the  work  burden,  leave  without  pay  (LWOP)  must  be  viewed  cautiously 
in  the  performance  management  system. 

LWOP  is  to  be  taken  into  consideration  when  evaluating  an  employee  in  the  overall 
performance  section  of  the  official  appraisal.  If  abuse  of  this  policy  has  occurred,  then  it  may 
be  set  as  a definite  goal  for  correction  in  section  B of  the  official  form  for  the  next  evaluation 
period. 

4.  MAXIMUM  SALARIED  EMPLOYEES 

Employees  who  have  “maxed  out”  and  reached  the  top  amount  of  their  pay  grade  are  not 
eligible  to  receive  performance  salary  increases,  but  still  must  participate  in  the  PMS  system. 
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5.  TRANSFER  EMPLOYEES 


Employees  entering  this  department  via  transfer  from  another  state  agency  and  those  leaving 
this  department  for  employment  with  another  agency  operating  under  the  State  Personnel  Act 
must  have  a summary  evaluation  form  completed  by  their  former  supervisor.  This  also  applies 
to  employees  transferring  between  work  units  within  this  department.  If  their  performance 
exceeded  expectations  in  their  former  position  and  they  have  transferred  in  the  interim  of  the 
current  work  cycle,  this  data  should  be  taken  into  consideration  during  their  evaluation  in  the 
new  position.  Consideration  in  the  overall  rating  should  be  given  to  the  similarity  between  the 
prior  and  current  job  classifications  and  whether  it  was  a lateral  transfer  or  promotion. 

6.  PROMOTED  EMPLOYEES 

Employees  promoted  during  a work  cycle  may  be  eligible  to  receive  a performance  salary 
increase.  The  following  should  be  taken  into  consideration: 

1.  The  time  served  in  their  prior  position  and  the  length  of  time  served  in  the  current  new 
position. 

2.  The  size  of  the  promotion  in  terms  of  grades  and  salary. 

3.  How  much  time  is  needed  to  learn  the  new  position’s  duties. 

All  promoted  employees  must  have  a job  description  and  work  plan  within  30  days  in  their  new 
position. 

7.  SEPARATED  EMPLOYEES 

Employees  separating  from  state  service  whose  last  day  of  work  is  prior  to  the  effective  date 
of  a performance  pay  increase  award  are  not  eligible  to  receive  performance  salary  increases. 


(IV. ) PAY  DISPUTE  RESOLUTION  PROCESS 

Employees  who  disagree  with  their  overall  rating  or  a performance  pay  decision  have  a right 
to  seek  resolution  before  a committee  of  department  peers.  This  process  is  informal  in  nature 
and  allows  the  employee  and  supervisor  an  opportunity  to  have  their  positions  in  the  matter 
heard  by  a neutral  panel  of  employees.  This  panel  makes  a recommendation,  based  on  their 
findings,  to  the  secretary  of  the  department.  The  secretary  then  issues  a final  decision  on  what 
measures  are  to  be  taken.  The  following  pages  state  the  Pay  Dispute  Resolution  Policy  and 
the  procedures  to  be  followed. 

Any  permanent  employee  of  the  Department  of  Cultural  Resources  has  the  right  to  seek 
review  of  a performance  pay  decision  with  which  he/she  disagrees.  A performance  pay 
decision  is  a decision  regarding: 

1.  An  overall  performance  appraisal  rating; 

2.  A decision  regarding  whether  the  employee  is  to  receive  a performance 
increase;  or 

3.  A decision  regarding  the  amount  of  the  increase. 
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A.  PROCEDURE 


At  the  time  a performance  pay  decision  is  communicated  to  the  employee,  the  employee  must 
be  notified  in  writing  of  the  agency  performance  pay  dispute  resolution  process  and  the  time 
limit  for  filing  a dispute.  Employees  who  receive  an  overall  performance  appraisal  rating  of 
"exceeds"  do  not  need  to  be  informed  at  that  time  concerning  the  agency  performance  pay 
dispute  resolution  process  and  the  time  limit  for  filing  a dispute.  That  information  must  be 
given  to  them  when  the  decision  concerning  whether  a performance  pay  increase  will  be  given 
and  the  amount  of  such  increase  is  communicated. 

Although  a dispute  may  involve  one  or  more  performance  pay  decisions,  an  employee  shall 
have  only  one  opportunity  to  file  a dispute  on  these  issues.  All  issues  in  dispute  regarding  the 
evaluation  period  rating  must  be  brought  before  the  review  committee  at  one  time.  A 
recommendation  by  the  review  committee  to  grant  an  "exceeds"  rating  to  an  employee 
appealing  a rating  of  "does  not  meet"  or  "meets  expectations"  must  also  include  a 
recommendations  as  to  whether  the  employee  should  receive  a performance  increase  and  the 
amount  of  the  increase  to  be  given.  A recommendation  by  a review  board  to  grant  an  increase 
to  an  employee  who  received  an  "exceeds"  rating  and  is  appealing  a decision  denying  him/her 
an  increase  must  also  include  a recommendation  as  to  the  amount  of  the  increase.  The 
secretary  may  accept,  reject  or  modify  the  review  committee’s  recommendation.  The 
secretary’s  decision  for  the  agency  shall  be  final  for  each  of  these  issues. 

B.  STEPS 

1.  The  employee  has  15  calendar  days  from  the  date  of  notification  of  the  performance  pay 
decision  being  disputed  to  bring  the  matter  to  the  attention  of  his/her  immediate  supervisor 
in  the  form  of  a written  dispute. 

2.  The  supervisor,  within  5 working  days  after  receipt  of  the  employee’s  statement,  shall 
provide  a written  response  stating  his/her  decision  in  the  matter. 

3.  If  the  decision  of  the  supervisor  is  not  satisfactory  to  the  employee,  or  if  the  employee  fails 
to  receive  an  answer  within  the  5 day  period,  the  employee  may  request  that  his/her 
performance  pay  dispute  be  heard  by  a review  committee.  Such  a request  must  be  filed,  in 
writing,  with  the  Office  of  the  Secretary  within  5 working  days  after  the  supervisor’s  decision 
is  due  or  within  5 working  days  after  receipt  of  the  supervisors  written  response. 

4.  The  employee  will  be  notified  at  least  2 weeks  in  advance  of  the  hearing  as  to  the  composition 
of  the  review  committee  and  the  location  and  time  of  the  hearing. 

5.  The  employee  may  disqualify  up  to  2 of  the  committee  members  designated  to  review 
his/her  dispute. 
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6.  The  review  committee  shall,  within  5 working  days  after  completion  of  the  hearing,  advise 
the  Secretary,  in  writing,  of  it’s  findings  and  recommendations. 

7.  The  secretary  may  choose  to  meet  with  the  employee  before  reaching  a final  decision.  A 
written  decision  will  be  furnished  to  the  employee. 

C.  COMPOSITION  OF  THE  REVIEW  COMMITTEE 

The  composition  of  the  review  committee  shall  include  representatives  of  management, 
supervisors,  and  nonsupervisory  employees. 

Individual  review  committees  convened  for  hearing  performance  pay  disputes  shall  consist  of 
three  impartial  members.  At  least  two  of  these  persons  shall  be  nonsupervisory  employees. 
No  member  of  the  review  committee  shall  be  from  the  same  operational  unit  as  the  employee 
appealing  and  no  two  shall  be  from  a single  work  unit.  The  review  committee  shall  select  one 
of  its  members  to  serve  as  chairman. 

If  any  committee  member  is  disqualified  by  the  employee,  that  member  shall  be  replaced  with 
a new  member.  Replacements  may  not  be  removed. 

D.  THE  HEARING 

The  review  committee  will  take  information  from  the  employee  and  from  management’s 
representative  and  will  make  a written  recommendation  to  the  Secretary.  The  employee  shall 
be  allowed  to  appear  in  person  before  the  review  committee,  but  he/she  may  choose  not  to 
appear  but  rather  have  the  matter  decided  on  the  basis  of  documents  presented.  Either  or 
both  of  the  parties  may  present  records  or  documents  relating  to  the  performance  pay  dispute. 
Such  records  or  documents  must  be  made  available  to  the  review  committee  and  the  opposing 
party.  Neither  side  shall  be  permitted  to  be  represented  by  an  attorney.  No  person  shall  be 
required  to  testify  under  oath.  The  proceeding  shall  not  be  tape  recorded  except  as  an 
administrative  convenience  to  the  review  committee. 

No  comparative  data,  with  reference  to  other  employees,  may  be  presented  as  evidence  by 
either  party  in  reviewing  an  overall  performance  appraisal  rating.  Comparative  data  may  be 
used  by  the  review  committee  in  reviewing  a decision  on  whether  to  award  an  increase  or  the 
amount  of  the  increase. 

The  review  should  be  held  within  reasonable  geographic  proximity  to  the  employee’s  worksite. 
Witnesses,  other  than  the  employee  and  management’s  representative,  should  be  limited.  If 
either  the  employee  or  the  management  representative  desire  to  have  a witness,  he/she  must 
notify  the  Office  of  the  Secretary,  in  writing,  of  the  name  (s)  of  any  witness  (es)  desired  at  least 
5 working  days  prior  to  the  hearing.  After  approval  of  the  witness  (es)  is  obtained  from  the 
Secretary,  it  will  be  the  responsibility  of  the  employee  and  the  management  representative  to 
notify  their  own  witness  (es).  Travel  required  to  get  to  the  location  of  the  review  board  hearing 
shall  be  on  state  time  for  the  employee,  the  management  representative,  and  any  employee 
serving  as  a witness;  and  any  mileage  incurred  as  a result  of  this  travel  shall  be  reimbursed 
under  existing  budget  guidelines. 
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All  members  of  the  committee  should  be  allowed  to  ask  questions  of  the  employee, 
management’s  representative,  and  any  witness  (es)  present.  A majority  vote  will  decide  the 
recommendation  to  the  Secretary  of  the  Department. 

E.  THE  DECISION  OF  THE  DEPARTMENT  SECRETARY 

The  secretary  of  the  department  may  adopt  the  committee’s  recommendation  in  whole  or  in 
part  or  the  secretary  may  choose  any  other  course  of  action  that  he/she  deems  appropriate. 
The  secretary  will  give  a written  notice  of  his/her  decision  to  the  employee.  If  the  secretary 
does  not  accept  the  recommendation  of  the  review  board,  the  secretary’s  written  decision  must 
state  why  he /she  is  not  accepting  the  board’s  recommendation.  The  secretary’s  decision  is  final 
and  cannot  be  appealed  further. 

F.  OTHER  CONSIDERATIONS 

The  employee  has  the  right  to  present  an  appeal  free  from  interference,  restraint,  coercion, 
or  reprisal.  Such  time  off  shall  be  provided  from  regular  duties  as  may  be  reasonable  for  the 
presentation  and  processing  of  the  appeal  without  loss  of  pay,  vacation,  or  other  "time  credits." 
The  decision  as  to  the  amount  of  time  allowed  shall  be  made  by  management. 

These  procedures  shall  be  distributed  to  all  current  employees  and  new  employees  during  the 
orientation  process. 


(V.)  RESPONSIBILITIES  FOR  PERFORMANCE  MANAGEMENT  SYSTEM 

The  Secretary  of  the  Department  of  Cultural  Resources  is  responsible  for  implementing  a 
Performance  Management  System  and  policy  for  the  Department  of  Cultural  Resources  and 
setting  goals  for  the  department  to  achieve. 

The  secretary  of  the  department  is  responsible  for  compliance  with  the  policy  and  will  submit 
an  annual  report  on  the  department  is  Performance  Management  System  to  the  Director  of 
the  Office  of  State  Personnel. 

In  turn,  division  directors  are  responsible  for  setting  goals  for  their  divisions  consistent  with 
the  goals  of  the  department  and  for  communicating  these  goals  to  division  management  and 
supervisors. 

Managers  and  supervisors  shall  communicate  the  unit  goals  to  employees.  Supervisors  are 
responsible  for  administering  the  PMS  for  all  of  their  employees  who  must  compile  with  work 
unit  goals  in  accordance  with  goals  of  the  division  and  department.  Each  manager’s  and 
supervisor’s  workplan  must  contain  as  a primary  job  responsibility  the  management  and 
administration  of  the  PMS  for  all  their  employees. 
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Each  person  in  a management  or  supervisory  position  is  responsible  for  implementing  the 
PMS.  Any  person  in  such  a position  failing  to  do  so  is  subject  to  sanctions,  up  to  and  including 
dismissal.  In  the  event  a supervisor  leaves  a work  unit,  the  next  level  manager  shall  assume 
this  responsibility  until  a new  supervisor  is  trained  and  briefed  on  the  employee’s  performance 
in  progress. 

The  importance  of  this  sanction  lies  in  the  opportunity  for  all  employees  to  learn  and  grow 
in  their  career  and  to  be  awarded  salary  increases,  when  budgeted,  for  exceptional  work 
performance. 

It  is  the  responsibility  of  the  employee: 

- to  communicate  any  problem  situations  within  the  framework  of  their  position  that 
may  affect  performance  expectations.  This  shall  be  done  at  the  beginning  of  the  work 
cycle  conference  when  performance  expectations  are  determined  and  again  at  the 
interim  review  conference. 

- to  assist  the  supervisor  in  outlining  primary  job  responsibilities,  critical  tasks  and  his/ 
her  performance  expectations. 

- to  read  and  become  familiar  with  the  PMS  policy  and  guidelines  and  attend  PMS 
training  when  offered. 

- to  communicate  his/her  suggestions  to  enhance  the  work  performance  and  goals  of 
the  work  unit. 

- to  be  self-analytical  and  accept  constructive  criticism  so  that  he/she  may  improve  his/ 
her  work  performance. 

- to  communicate  development/training  needs  that  will  contribute  to  his/her  improved 
work  performance. 

- to  handle  any  dispute  regarding  a performance  evaluation  in  a business  like  and 
professional  manner  and  follow  department  policy  and  procedures. 

- to  sign  official  PMS  forms  acknowledging  that  he/she  has  read  and  discussed  the 
contents. 

- to  be  prepared  for  the  three  required  meetings  with  the  supervisor.  To  gather 
information  related  to  his/her  performance,  including  data  on  activities  and 
accomplishments. 

- to  communicate  with  the  supervisor  if  expectations  seem  inappropriate. 

- to  keep  supervisors  informed  as  changes  occur  so  expectations  can  be  adjusted  and 
met  as  planned. 
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(VI.)  DOCUMENTATION 

A.  Files 


All  PMS  official  forms  are  to  be  submitted  to  the  Office  of  the  Secretary  by  the  deadline  date 
set  by  the  secretary.  The  forms  will  be  filed  in  a specially  designated  PMS  file  in  the 
department  personnel  Office  and  are  available  for  reference  purposes  to  the  individual 
employee  and  their  supervisors. 

B.  Confidentiality 

All  individual  PMS  official  forms  are  considered  confidential  and  the  ratings  are  not  to  be 
disclosed  to  unauthorized  personnel. 

C.  Retention 

The  official  PMS  forms  will  remain  on  file  for  a period  of  3 years  and  then  be  destroyed. 
Unofficial  copies  in  the  possession  of  employees  or  supervisors  are  to  be  destroyed  after  the 
new  work  plan  for  the  next  work  cycle  has  been  drafted.  These  unofficial  copies  are  to  be  kept 
in  the  personal  possession  of  these  persons  without  access  by  the  staff  of  the  work  unit. 
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ADDENDUM  TO  THE 
PERFORMANCE  MANAGEMENT  POLICY: 

(effective  August  4, 1990) 

Section  II,  A-  The  Workplan  - Determine  Performance  Expectations 
at  end  of  Part  3,  ADD: 

"Employees  shall  be  given  a copy  of  the  approved  work  plan. 

The  employee,  supervisor  and  supervisor’s  manager  must  sign  and  date  the  official  PMS  form 
cover  to  document  that  all  three  parties  agree  that  the  expectations  of  the  workplan  can  be 
met." 

Section  II,  D.  Interim  Review 

item  #5.  Record  the  Date  of  the  interim  review  on  the  front  of  the  official  form, 

ADD  the  following: 

",  along  with  signatures  of  the  employee,  supervisor  and  supervisor’s  manager  to  indicate  that 
all  three  parties  agree  that  any  changes  can  be  accomplished  during  the  remainder  of  the  cycle 
and  the  expectations  can  be  met." 

Section  II,  E.  Performance  Appraisal  and  Evaluation 

item  #1.  Rating  Scale 

After  the  last  paragraph  add: 

"Supervisors  are  required  to  communicate  to  the  employee  any  negative  or  positive  performance 
observations  within  a reasonable  time,  and  that  such  information  will  have  an  impact  on  their 
final  performance  rating.  The  purpose  of  this  is  to  assure  employees  that  any  information 
affecting  the  final  rounding  off,  up  or  down,  of  a .5  figure  average  has  previously  been 
communicated  to  the  employee." 

Section  III.  Relationships  of  Performance  Management  System  to  other  Personnel  Actions 
item  #5.  Transfer  Employees 
At  the  end  of  the  paragraph  add: 

All  transfer  employees  must  have  a job  description  and  work  plan  within  30  days  of  the  date 
they  were  transferred  into  their  new  position. 
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ADDENDUM  TO  THE  PERFORMANCE  MANAGEMENT  POLICY: 
SECTION  II,  E.  PERFORMANCE  APPRAISAL  AND  EVALUATION,  1. 
RATING  SCALE:  (this  new  rating  scale  to  be  used)  (effective  May  28, 1991): 

OUTSTANDING  PERFORMANCE  = 0 

Performance  is  far  above  the  defined  job  expectations,  the  employee 
consistently  does  outstanding  work,  regularly  going  far  beyond  what  is 
expectations  is  due  to  the  effort  and  skills  of  the  employee.  Any  performance 
not  consistently  exceeding  expectations  is  minor  or  ude  to  events  not  under  the 
control  of  the  employee. 

VERY  GOOD  PERFORMANCE  = VG 

Peformance  meets  the  defined  job  expectations  and  in  many  instances,  exceed 
job  expectations.  The  employee  generally  is  doing  a very  good  job. 

Performance  that  exceeds  expectations  is  ude  to  the  effort  and  skills  of  the 
employee. 

GOOD  PERFORMANCE  = G 

Performnce  meets  the  defined  job  expectations.  The  employee  geneally 
performs  according  to  the  expectations  doing  a good  job.  The  employee  is 
doing  the  job  at  the  level  expected  for  employees  in  this  position.  The  good 
performance  is  ude  to  the  employee’s  own  effort  and  skills. 

BELOW  GOOD  PERFORMANCE  = BG 

Performance  may  meet  some  of  the  job  expectations  but  does  not  fully  meet  the 
remainder.  The  employee  generally  is  doing  the  job  at  a minimal  level. 
Improvement  is  needed  to  fully  meet  the  expectations.  Performance  is  less  than 
a good  job.  Lapses  in  performance  are  due  to  the  employee’s  lack  of  effort  or 
skills. 

UNSATISFACTORY  PERFORMANCE  = U 

Performance  generally  fails  to  meet  the  defined  expectations  or  requres 
frequent,  close  supervision  and/or  the  redoing  of  work.  The  employee  is  not 
doing  the  job  at  the  level  expected  for  employees  in  this  position.  Unsuccessful 
job  performance  is  ude  to  the  employee’s  own  lack  of  effort  or  skills. 
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ADDENDUM  TO  THE  PERFROMANCE  MANAGEMENT  POLICY 
(These  instructions  supplement  Section  II,  Performance  Management) 

(effective  May  28, 1991) 

AT  THE  BEGINNING  OF  THE  WORK  CYCLE  - THE  WORK  PLAN: 

STEP  1:  List  each  Primary  Job  Responsibility  (PJR)  in  the  spaces  provided  in 
order  of  most  to  least  important.  In  cases  where  PJR’s  are  of  equal  importance, 
note  as  such. 

Consider  the  following  questions  before  you  place  item  in  order: 

- How  critical  is  the  performance  within  the  PJR  in  relationship  to  the  entire 
job? 

- How  much  time  does  the  employee  spend  performing  this  PJR? 

- Is  the  performance  within  this  PJR  short-term  or  does  it  continue  for  the  full 
cycle? 

- How  much  does  the  PJR  contribute  to  reaching  work  group’s  and/or  agency’s 
objectives? 

STEP  2:  Write  performance  expectations  for  each  PJR  in  the  space  provided. 

STEP  3:  List  the  ways  of  tracking  performance  for  each  performance 
expectation  under  expectations.  These  indicate  the  methods  used  to  collect 
performance  information  for  each  performance  expectation. 

STEP  4:  Obtain  the  three  required  signatures  in  the  space  provided  on  the 
work  plan. 

AT  THE  INTERIM  REVIEW  DURING  THE  WORK  CYCLE: 

STEP  1:  Review  performance  collected  to  date  for  each  performance 
expectation  listed  within  each  PJR. 

STEP  2:  Determine  if  the  employee’s  performance  within  each  PJR  is  at  a level 
of  "Good"  performance. 

STEP  3:  Develop  an  action  plan  for  any  PJR  in  which  performance  is  currently 
at  or  less  than  the  "Good"  performance  level. 

STEP  4:  Assign  a formal  overall  summary  rating  if  you  wish.  It  is  not  required 
at  this  point  in  the  process. 

STEP  5:  Record  any  notes  from  the  interim  review  on  the  form  in  the  space 
provided. 
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AT  THE  END  OF  THE  WORK  CYCLE  - THE  EVALUATION/ 
APPRAISAL; 


STEP  1:  Review  performance  information  collected  during  the  full  work  cycle 
against  each  performance  expectation  listed  under  each  PJR. 

STEP  2:  Record  the  actual  performance  in  the  appropriate  space  for  each 
performance  expectation. 

STEP  3:  Rate  the  employee’s  performance  for  each  PJR. 

STEP  4:  Combine  the  individual  PJR  ratings  into  a single  overall  summary 
rating  and  record  the  appropriate  letter  in  the  space  provided.  If  50%  or  more 
of  the  ratings  are  at  the  same  level  the  combined  rating  is  most  likely  to  be  that 
level.  In  obtaining  this  rating,  consideration  must  be  given  to  the  priority  order 
of  the  PJRs.  The  overall  summary  rating  represents  the  employee’s 
performance  throughout  the  cycle. 

STEP  5:  Record  the  letter  which  represents  the  overall  summary  rating  and 
write  a statement  in  the  appropriate  space  supporting  the  overall  rating. 

STEP  6:  Obtain  the  three  required  signatures  in  the  spaced  provided  on  the 
form. 
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II.  GRIEVANCE  PROCEDURE 


II.  GRIEVANCE  PROCEDURE 
(effective  October,  1990) 


(I.)  GENERAL  STATEMENT 

In  order  to  maintain  a harmonious  and  cooperative  relationship  between  the 
state  and  its  employees,  it  is  the  policy  of  the  State  Personnel  Commission  and 
this  department  to  provide  for  the  settlement  of  problems  and  differences 
through  an  orderly  grievance  procedure.  Every  permanent  employee  shall  have 
the  right  to  present  his/her  problem  or  grievance  in  accordance  with  the 
procedures  prescribed  by  this  department  free  from  interference,  coercion, 
restraint,  discrimination,  or  reprisal. 

State  law  provides  that  “Any  permanent  state  employee  having  a grievance 
arising  out  of  or  due  to  his  employment  and  who  does  not  allege  discrimination 
because  of  age,  sex,  race,  color,  creed,  national  origin,  handicapping  condition 
or  political  affiliation  shall  first  discuss  the  problem  or  grievance  with  his 
supervisor  and  follow  the  grievance  procedure  established  by  the  agency” 

An  employee  shall  be  allowed  such  time  off  from  his  regular  duties  as  may  be 
necessary  and  reasonable  for  the  processing  and  presentation  of  grievances  and 
appeals  under  the  procedures  adopted  by  this  department  without  loss  of  pay, 
vacation,  or  other  time  credits.  The  decision  as  to  the  amount  of  time  allowed 
shall  be  made  by  management.  Representation  by  attorneys  for  either  the 
employee  or  management  at  any  level  of  the  internal  grievance  procedure  is 
prohibited.  Oral  and  written  warnings  are  not  grievable  under  this  policy. 
Performance  pay  disputes  should  be  filed  according  to  the  Pay  Dispute 
Resolution  Procedure. 

It  is  the  responsibility  of  supervisors  at  all  levels,  consistent  with  authority 
delegated  to  them,  to  consider  and  take  appropriate  action  promptly  and  fairly 
on  a problem  or  grievance  of  any  employee  or  employees. 

Each  division  director  shall  take  the  necessary  steps  to  insure  that  all  employees 
and  supervisors  under  his  or  her  jurisdiction  are  fully  informed  of  the  grievance 
procedures  and  of  their  rights  and  obligations  under  this  policy.  A copy  of  this 
policy  is  to  be  provided  to  each  new  employee  upon  orientation  and  copies  are 
to  be  available  upon  request  from  the  departmental  personnel  office. 


(II.)  PROCEDURE  - NON-DISCRIMINATION 

Step  1:  Discussions  Between  Employee  and  Immediate  Supervisor 
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If  an  employee  has  a problem  or  grievance,  it  should  first  be  discussed  with  his 
immediate  supervisor.  This  is  to  be  done  within  30  calendar  days  of  the  act  or 
alleged  offense.  The  supervisor  may  call  higher  level  supervisors  into  the 
discussion  if  the  employee  agrees;  or,  the  supervisor  may  consult  with  higher 
level  departmental  authority  to  seek  any  needed  advice  before  giving  an  answer. 
The  employee  shall  receive  an  answer  within  five  working  days  or  be  advised  as 
to  the  conditions  which  prevent  an  answer  within  five  working  days  and  when  an 
answer  may  be  expected.  If  not  satisfied  with  the  results  of  discussion  with  the 
immediate  supervisor,  the  employee  should  discuss  his  grievance  with  his 
section  chief. 

Step  2:  Discussions  Between  Employee  and  Grievant’s  Division  Director 

If  the  decision  reached  in  Step  1 is  not  satisfactory  to  the  employee  or  if  he/she 
fails  to  receive  an  answer  within  the  designated  period  provided  in  Step  1,  the 
employee  may  request  the  division  director  to  consider  the  matter.  The  request 
may  be  presented  either  in  person  or  in  writing  but  must  be  presented  within 
five  working  days  after  receipt  of  the  Step  1 decision.  Depending  upon  the 
nature  of  the  appeal,  the  division  director  will  determine  to  what  extent  facts 
will  be  required  in  writing.  The  supervisor  and  employee  shall  provide  all 
pertinent  information  to  the  division  director  who  will  conduct  a review  of  the 
matter  and  hold  whatever  discussions  he/she  deems  appropriate.  The  division 
director  shall  provide  a recommendation  to  the  proper  administrators  or 
supervisors  within  five  working  days  after  all  necessary  discussions  are  held,  and 
shall  at  the  same  time  advise  the  employee  of  the  recommended  course  of 
action.  In  the  absence  of  objection  or  appeal  by  the  employee,  the 
recommendation  of  the  division  director  shall  be  carried  out. 


Step  3:  Appeal  to  the  Grievance  and  Appeal  Committee 

A.  Policy 

The  State  Personnel  Commission  has  recommended  that  each  department  of  state 
government  incorporate  into  its  grievance  procedure  an  impartial  body  which  shall  be 
known  in  this  department  as  the  Grievance  and  Appeal  Committee.  Its  purpose  is  to  give 
attention  to  the  due  process  of  law,  to  assure  that  all  personnel  affected  have  been  treated 
fairly,  and  to  further  allow  for  the  resolution  of  the  problems  within  the  departmental 
structure. 

B.  Structure 

The  Grievance  and  Appeal  Committee  shall  consist  of  five  persons  and  five  alternates 
representing  the  five  divisions  of  the  department.  From  each  division,  one  supervisor  and 
one  staff  member  from  different  work  units  shall  be  appointed  by  the  division  director. 
These  individuals  shall  serve  one  year  terms  beginning  with  each  new  fiscal  year.  The 
chairman  shall  be  chosen  by  the  committee  from  within  its  membership. 
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C.  Hearings 

In  holding  a hearing,  four  members  or  alternates  will  be  seated  and  there  will  be  no  more 
than  two  from  the  same  operational  division.  No  member  from  the  same  operational 
division  as  the  grievant  shall  be  seated.  The  chairman  shall  officiate  at  committee 
hearings  but  shall  not  vote.  Neither  party  shall  be  represented  at  the  departmental 
hearing  by  an  attorney. 

D.  Deliberations 

In  order  to  assure  a candid  and  impartial  appraisal  of  the  matter,  the  Grievance  and 
Appeal  Committee’s  meetings  to  determine  a final  recommendation  on  the  case  will  be 
held  without  the  presence  of  the  employee,  supervisor,  higher  level  administrators,  or 
witnesses. 

E.  Personnel  Officer 

The  departmental  personnel  officer  shall  not  serve  in  any  capacity  on  the  Grievance  and 
Appeal  Committee,  but  may  advise  on  personnel  policy  if  requested. 

F.  Procedure 

1.  If  the  decision  reached  in  Step  2 is  not  satisfactory  to  the  employee  or  is  not  promptly 
implemented,  the  matter  may  be  appealed  by  the  employee  to  the  Grievance  and  Appeal 
Committee.  Any  request  for  review  shall  be  submitted  within  five  working  days  after  the 
decision  from  Step  2 is  known. 

2.  The  party  requesting  review  by  the  committee  shall  provide  a written  summary  of  the 
specific  facts  of  the  complaint,  copies  of  which  shall  be  provided  at  the  same  time  to  all 
other  parties  concerned.  If  the  employee  so  desires,  he  may  ask  the  personnel  officer  to 
help  in  preparing  the  request  and  the  written  summary.  A request  from  the  employee  for 
a hearing  shall  be  made  to  the  personnel  officer  who  will  transmit  the  request  to  the 
Grievance  and  Appeal  Committee. 

3.  At  the  conclusion  of  hearings,  the  chairman  of  the  committee  will  inform  the  secretary 
of  the  department  of  the  details  of  the  problem  and  the  recommendations  of  the 
committee. 

4.  The  secretary  of  the  department  will  make  the  final  decision  for  the  department  and  in 
so  doing,  may  accept,  reject  or  modify  the  recommendations  of  the  committee.  Within  five 
working  days,  this  decision  will  be  announced  to  all  parties  concerned. 

5.  If  the  employee  is  not  satisfied  with  the  final  agency  decision,  he/she  may  be  entitled  to 
appeal  the  matter  as  a contested  case  to  the  State  Personnel  Commission.  (See  APPEAL 
TO  THE  STATE  PERSONNEL  COMMISSION,  later  in  this  policy  procedure) 
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(III.)  PROCEDURE  - DISCRIMINATION 


Any  applicant,  employee,  or  former  employee  who  has  reason  to  believe  that  employment, 
promotion,  training,  or  transfer  was  denied  or  that  demotion,  lay-off,  or  termination  of 
employment  was  forced  upon  him/her  because  of  age,  sex,  race,  color,  national  origin, 
religion,  creed,  political  affiliation,  or  handicapping  condition  except  where  specific  age, 
sex,  or  physical  requirements  constitute  a bona  fide  occupational  qualification,  shall  have 
the  right  to  appeal  directly  to  the  State  Personnel  Commission.  This  direct  appeal  shall 
include  a hearing  by  the  Office  of  Administrative  Hearings.  A permanent  state  employee 
may  appeal  through  the  department’s  established  grievance  procedure  if  he/she  desires. 

An  employee  or  applicant  must  appeal  an  alleged  act  of  discrimination  to  the 
departmental  grievance  procedure  or  State  Personnel  Commission  within  thirty  calendar 
days  of  the  alleged  discriminatory  action. 

APPEAL  TO  THE  STATE  PERSONNEL  COMMISSION 

If  the  employee  is  not  satisfied  with  the  final  decision  of  the  secretary  of  the  department, 
or  if  a final  decision  by  the  secretary  cannot  be  obtained  within  a reasonable  length  of 
time,  the  employee  may  appeal,  subject  to  the  conditions  below,  to  the  State  Personnel 
Commission.  The  appeal  must  be  filed  within  thirty  calendar  days  of  receipt  of  the  final 
agency  decision.  In  every  employee  grievance  in  which  the  grievant  has  the  right  of  appeal 
to  the  State  Personnel  Commission  the  final  decision  of  the  secretary  must  inform  the 
grievant  in  writing  that  any  appeal  from  the  final  departmental  action  must  be  made  to  the 
State  Personnel  Commission;  further,  the  grievant  shall  be  informed  in  writing  that  an 
appeal  to  the  State  Personnel  Commission  may  be  made  by  filing  such  a request  with  the 
Office  of  Administrative  Hearings. 

The  following  appeals  may  be  made  without  regard  to  length  of  service  or  pay  grade:  (1) 
appeals  alleging  discrimination;  (2)  appeals  concerning  alleged  misleading  information  in 
a personnel  file. 

For  all  other  appeals  to  the  State  Personnel  Commission,  the  employee  must  be  a person 
who:  is  in  a pay  grade  60  or  lower  position  and  has  been  continuously  employed  by  the 
state  for  the  immediate  12  preceding  months;  is  in  a pay  grade  61  to  pay  grade  65  position 
and  has  been  continuously  employed  by  the  state  for  the  immediate  36  preceding  months; 
is  in  a pay  grade  66  to  pay  grade  70  position  and  has  been  continuously  employed  by  the 
state  for  the  immediate  48  preceding  months;  is  in  a pay  grade  71  or  higher  position  and 
has  been  continuously  employed  by  the  state  for  the  immediate  60  preceding  months  at  the 
time  of  the  alleged  act,  grievance  or  employment  practice. 

Only  the  following  issues  are  entitled  to  a contested  case  hearing: 

1.  A dispute  between  an  employee  and  employer  as  to  whether  the 
employer  as  to  whether  the  employee  is  covered  by  the  State  Personnel  Act. 
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2.  Disciplinary  actions  based  on  allegedly  false  accusations  of  coercion  of 
political  help  from  fellow  employee, 

3.  Objection  to  and  request  for  removal  of  allegedly  inaccurate/misleading 
material  in  an  employee’s  personnel  file, 

4.  Alleged  unauthorized  examining  or  copying  of  confidential  material  in 
personnel  files. 

5.  Discharge,  suspension,  and  reduction  in  pay  or  position  including 
disciplinary  demotions. 

6.  Alleged  discrimination  on  unlawful  bases. 

7.  Denial  of  promotion  because  of  alleged  failure  to  post  vacancy  or  give 
priority  consideration. 

8.  Alleged  failure  to  give  veteran’s  preference. 

9.  Involuntary  separation  or  separation  due  to  reduction  in  force. 

10.  Alleged  denial  of  statutory  hiring  preference  based  upon  G.S.  126- 
5(e)(l),(2). 

On  all  other  issues,  the  final  agency  decision  shall  be  binding. 

In  every  case  in  which  the  grievant  appeals  a final  agency  decision  to  the  State  Personnel 
Commission,  the  agency  shall  transmit  a record  of  the  case  to  the  Office  of  State 
Personnel  for  procedural  review  and  approval.  This  transmittal  shall  be  sent  within  five 
working  days  of  the  agency’s  being  informed  in  writing  of  the  grievant’s  appeal  to  the  State 
Personnel  Commission.  The  record  transmitted  shall  include  at  least  copies  of  the 
following:  the  final  agency  decision;  the  report  of  the  grievance  committee;  the  action 
(dismissal,  etc.)  upon  which  the  grievance  is  based;  any  other  information  necessary  to  a 
procedural  review  of  the  matter.  The  Office  of  State  Personnel  shall  conduct  a procedural 
review  of  the  matter  to  insure  compliance  with  appropriate  laws  and  policies.  The  Office 
of  State  Personnel  shall,  within  five  working  days  of  receipt  of  the  record,  issue  to  the 
agency  a notice  that  it  has  complied  with  all  appropriate  laws  and  policies.  In  the  event 
there  is  some  procedural  inadequacy,  the  Office  of  State  Personnel  shall  notify  the  agency 
in  writing  of  the  specific  problem,  including  a citation  of  the  law  or  policy  involved, 
together  with  a recommendation  on  how  the  inadequacy  can  be  corrected.  This 
notification  must  also  be  made  within  five  working  days  of  receipt  of  the  record.  This 
review  shall  be  on  procedural  matters  only  and  shall  not  be  a review  of  the  merits  of  the 
agency  decision. 
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Grievances  which  are  contested  cases  which  are  appealed  to  the  State  Personnel 
Commission,  either  from  a final  decision  of  the  agency  grievance  procedure  or  directly 
because  of  allegations  of  discrimination,  will  be  heard  by  the  Office  of  Administrative 
Hearings.  Procedures  to  be  followed  in  these  hearings  can  be  obtained  by  writing  to: 
Director,  Office  of  Administrative  Hearings,  P.  O.  Drawer  11666,  Raleigh,  N.C.  27604. 

Following  the  hearing  before  the  Office  of  Administrative  Hearings,  the  Administrative 
Law  Judge  will  issue  a recommended  decision  containing  findings  of  fact,  conclusions  of 
law  and  a recommended  course  of  action  to  all  parties.  The  Administrative  Law  Judge 
will  forward  a complete  record  of  the  case  to  the  State  Personnel  Commission,  including 
the  recommended  decision.  Each  party  may  request  an  opportunity  to  appear  before  the 
full  Commission  and  make  an  oral  argument  on  the  recommended  decision.  The 
Commission,  at  its  next  meeting,  or  as  soon  thereafter  as  possible,  shall  consider  the 
record  and  modify,  alter,  set  aside  or  affirm  the  proposed  decision  and  shall  certify  its 
findings  which  shall  be  binding. 
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III.  POUCY  ON  COMPENSATION  TIME  AND 
EMPLOYEES  NOT  SUBJECT  TO  THE 
WAGE  AND  HOUR  LAW 


III.  POLICY  ON  COMPENSATION  TIME  AND  EMPLOYEES  NOT  SUBJECT  TO 

THE  WAGE  & HOUR  LAW 


Certain  executive,  administrative  and  professional  employees  exempt  from  the  wage  and  hour 
law  (FLS  A)  (generally  those  is  a salary  grade  of  65  or  above),  are  entitled  to  receive  one  hour 
compensation  time  off  for  every  one  hour  worked  in  excess  of  an  8 hour  workday.  In  no  case 
shall  these  employees  be  paid  for  this  excess  time  or  may  they  transfer  this  time  to 
employment  with  another  state  agency  or  department. 

Work  time  shall  be  defined  as  hours  spent  that  are  a requirement  of  management  or 
supervisors  to  engage  in  work-related  task,  whether  in  the  principal  work  place  or  away  from 
the  office.  If  it  is  the  manager’s  or  supervisor’s  expectation  that  an  employee  be  at  the 
workplace  or  attend  specific  meetings,  conferences,  or  occasions  that  are  pertinent  to  that 
employee’s  duties,  then  compensation  time  off  is  to  be  given  when  such  duties  fall  outside 
the  8 hour  workday.  Prior  to  such  attendance,  the  employee  is  required  to  clarify  with 
his/her  supervisor  or  manager  whether  this  time  will  be  compensated.  If  the  manager/ 
supervisor  rules  that  it  will  not  be  compensated,  the  employee  is  not  failing  in  his  performance 
expectations  by  not  participating  in  these  events. 

Since  these  positions  engage  in  various  activities  required  by  their  profession,  applicable 
situations  must  be  defined  on  a specific  basis  and  in  an  equitable  manner  and  communicated 
clearly  by  the  supervisor/manager  to  the  employee. 

Compensation  time  may  not  be  accumulated  more  than  12  months.  If  the  employee  has  not 
used  time  earned  in  a specific  month,  then  that  amount  of  time  will  be  noted  as  time  lost  at 
the  end  of  the  12  month  period.  Example: 

June  1990  Comp,  time  earned  = 25  hours 
Comp,  time  taken  July  ’90  through  May  ’91  = 0 

June  1991  time  slip  will  show  “comp,  time  lost-12  mos.  old  = 25  hours." 

For  ease  in  bookkeeping/timekeeping  administration,  it  is  recommended  that  employees 
use  and  zero  out  compensation  time  accumulation  as  soon  as  possible. 
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IV.  VOLUNTARY  SHARED  LEAVE  PROGRAM 


rv.  VOLUNTARY  SHARED  LEAVE  PROGRAM 
(effective  May  1, 1990) 


(I.)  PURPOSE 

There  are  occurrences  brought  about  by  serious  and  prolonged  medical 
conditions  that  cause  employees  to  exhaust  all  available  leave  and  therefore  be 
placed  on  leave-without-pay.  It  is  recognized  that  such  employees  forced  to  go  on 
leave-without-pay  could  be  without  income  at  the  most  critical  point  in  their  work 
life. 


It  is  also  recognized  that  fellow  employees  may  wish  to  voluntarily  donate  some  of 
their  vacation  leave  so  as  to  provide  assistance  to  a fellow  state  employee.  This  policy 
provides  an  opportunity  for  employees  to  assist  another  affected  by  a medical  condition 
that  requires  absence  from  duty  for  a period  of  time  resulting  in  possible  loss  of  income 
due  to  lack  of  accumulated  leave.  It  does  not  permit  the  "banking"  of  leave. 


(II.)  POLICY 

An  employee  with  a medical  condition  may  apply  for  or  be  nominated  to 
become  a recipient  of  leave  transferred  from  the  vacation  leave  account  of  another 
employee.  For  purposes  of  this  policy,  medical  condition  means  medical  condition 
of  an  employee  or  of  a family  member  of  such  employee  who  is  likely  to  require 
an  employee’s  absence  from  duty  for  a prolonged  period  of  time  and  to  result  in  a 
substantial  loss  of  income  to  the  employee  due  to  limited  leave  in  the  employee’s 
leave  account.  The  intent  of  this  policy  is  to  allow  one  employee  to  assist  another 
in  case  of  a crisis  involving  a serious  or  prolonged  medical  condition.  It  is  not  the 
intent  of  this  policy  to  apply  to  incidental,  normal,  and  short-term  medical 
conditions. 

The  use  of  vacation  or  sick  leave  on  a shared  basis  for  any  purpose  other  than 
specified  by  this  policy  is  prohibited. 

An  employee  who  has  a medical  condition  and  who  receives  benefits  from  the 
Disability  Income  Plan  of  North  Carolina  (DIPNC)  is  not  eligible  to  participate  in 
the  shared  leave  program. 

Participation  in  this  program  is  limited  to  1,040  hours,  either  continuously  or,  if 
for  the  same  condition  on  a recurring  basis.  However,  management  may  grant  an 
employee  continuation  in  the  program,  month  by  month  for  a maximum  of  2,080 
hours,  if  management  would  have  otherwise  granted  leave  without  pay. 
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An  employee  on  workers’  compensation  leave  who  is  drawing  temporary  total 
disability  compensation  may  be  eligible  to  participate  in  this  program.  Use  of 
donated  leave  under  the  workers’  compensation  program  would  be  limited  to  use 
during  the  required  waiting  period  and  to  the  Supplemental  Leave  Schedule 
published  by  the  Office  of  State  Personnel  (Ref.  Section  8,  page  17). 

(III.)  ADMINISTRATION 

I.  Qualifying  to  Participate 

A.  Employee  must  be  in  permanent,  probationary,  or  trainee  appointment 
status  and  have  been  unable  to  work  due  to  the  medical  condition  for  a minimum 
of  30  days. 

B.  An  employee  wishing  to  receive  donated  leave  time  under  this  program  should 
send  a letter  of  application  to  the  Secretary  of  Cultural  Resources  through  the 
departmental  personnel  office.  Employees  may  also  be  nominated  to  participate  in  the 
program  by  a fellow  employee. 

C.  Application  for  participation  must  include  name,  social  security  number,  job 
classification,  physician’s  certification  of  medical  condition  and  estimated  length  of  time 
needed  to  participate  in  the  program. 

D.  Prior  to  making  the  employee’s  status  public  for  purpose  of  receiving  shared  leave, 
the  employee  must  sign  a release  to  allow  the  status  to  be  known. 

E.  The  secretary  shall  review  the  merits  of  the  request  and  approve  or  disapprove  it. 

F.  Upon  approval  of  an  employee’s  request  for  use  of  shared  leave,  a public 
announcement  will  be  made  requesting  those  employees  who  wish  to  donate  leave  to  that 
particular  employee  to  contact  the  Office  of  the  Secretary. 

G.  Establishment  of  a leave  “bank”  for  use  by  unnamed  employees  is  expressly 
prohibited. 

H.  For  program  evaluation  purposes  during  the  trial  period  the  department  shall 
forward  a copy  of  each  application  received  for  recipients,  indicating  approval  or 
disapproval,  to  the  Office  of  State  Personnel.  Other  summary  information  including 
number  of  requests,  approvals,  disapprovals,  amount  of  leave  donated  and  used  will  be 
provided  as  requested  by  the  Office  of  State  Personnel. 

II.  Participation  Requirements 

A.  A non-family  member  donor  may  contribute  only  vacation  leave. 
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B.  An  employee  may  contribute  vacation  or  sick  leave  to  another  immediate  family 
member  state  employee  in  any  department  or  university,  provided  the  recipient  employee 
has  been  approved  for  leave  transfer  under  this  program. 

For  transfer  of  sick  leave  to  an  immediate  family  member,  an  immediate  family 
member  is  defined  as  spouse,  parents,  children  (including  step  relationships)  and  other 
dependents  living  in  the  employee’s  household. 

For  transfer  of  vacation  leave  to  an  immediate  family  member,  an  immediate  family 
is  defined  as  spouse,  parents,  children,  brother,  sister,  grandparents,  and  grandchildren. 
Also  included  are  the  step,  half,  and  in-law  relationships. 

C.  The  minimum  amount  to  be  donated  is  four  hours. 

D.  An  employee  may  have  no  more  that  80  hours  of  combined  vacation  and  sick  leave 
in  their  account  to  become  eligible  to  use  donated  leave. 

E.  An  employee  family  member  donating  sick  leave  to  a qualified  family  member 
under  this  program  may  not  reduce  his  or  her  sick  leave  account  below  40  hours. 

F.  The  maximum  amount  of  leave  allowed  to  be  donated  by  one  individual  is  to  be  no 
more  than  the  amount  of  the  individual’s  annual  accrual  rate.  However,  the  amount 
donated  is  not  to  reduce  the  donor’s  vacation  leave  balance  below  one-  half  of  the  annual 
vacation  leave  accrual  rate. 

Example  1:  An  employee  with  5 but  less  that  10  years  of  state  service  earns  158 
hours  annually.  The  employee  may  contribute  four  or  more  hours  but  may  not  reduce 
vacation  leave  balance  below  79  hours. 

Example  2:  An  employee  with  more  that  20  or  more  years  of  state  service  earns  206 
hours  annually.  The  employee  may  contribute  four  or  more  hours  but  may  not  reduce 
vacation  leave  balance  below  103  hours. 

G.  Leave  donated  to  a recipient’s  leave  account  is  exempt  from  the  maximum 
accumulation  carry  over  restrictions  at  calendar  year  end. 

H.  An  employee  may  not  directly  or  indirectly  intimidate,  threaten,  coerce,  or  attempt 
to  intimidate,  threaten,  or  coerce,  any  other  employee  for  the  purpose  of  interfering  with 
any  right  which  such  employee  may  have  with  respect  to  donating,  receiving,  or  using 
annual  leave  under  this  program.  Such  action  by  an  employee  shall  be  grounds  for 
disciplinary  action  up  to  and  including  dismissal  on  the  basis  of  personal  conduct. 
Individual  leave  records  are  confidential  and  only  individual  employees  may  reveal  their 
donation  or  receipt  of  leave.  The  employee  donating  leave  cannot  receive  remuneration 
for  the  leave  donated. 


29 


■* 


?9ff rtScts  pt  av»ti  'ma,m^k$m^  oA  A * 

.fui.>S<i-)»l  n?A  T.»,ht!U  %bji£vf  't.>^  fei^^iqqs  rr^stf  g^xj 


Yj«riBl^^«}t)6i[^ii  (jfmtk^  ->1  ilb»ifi(rrfi  i3f«  ttfV'ffiifil  >o  wlmmi  To^ ' ^ 

istiJolifiB  griil/iiJfiO  ffTJUni  * ^jn-xfi  n^  tw^aibb  bI  T^dmwn 

T?rfi  nl  §nMI^^ 


T? 


Y[Uni#.^.  aJf4}lL>vJti/i/-t  as  .ladm'fi'm  ’ffi'itrri^l  c^i-  n#»ija5*v  lo  * '•■  '^■" 

.n*^itilwbbaij>s  .o^inxia  3b,  bsaaob*  aX" 

v^‘iil»i?i  .ll^ci  ,qof.“  j^tsi  5ta  bobubai  oelA^ 


■:  ■}  '■■■■ 


?r  A|  Hiittum  nrtminjim  ^iTT  O 


ii> 


brm  fiK  Hfil  sicun  on  y/S;^  yum  do>{oI<^i9  oA  .Q 

’f , oJ  «<iiioo3cf  oi  inuoabii  iradf 


* 


x*3cii^'«isia  ylarmti  fi- lyffcai^Cfi  ^Unisl  Ktft  .3[ 


on  ad  ot  »i  lijtibndi^ji  too ‘Ipi  >i  jhij*  ima  mifcitixara  a(fT 

3Kfi  Umm  >.*ls  1<>  imiofiTs  arti-  mib  oiom 

■;/m«-;.‘jdH0  -an>)  svaai  jon  fttbaisnob  "^'V* 

,>j»i  tsjrnoji  avsai  noiisc^s'i 


\s*\ 


m-  „i 


3I  _ 


. ^ m.^6r  v-,ij  aftyoiijdia  ha  ;{  ^qciaxi'  ' 

y^rbai  tm^faiuP  ? ‘«o  vn<))  mf>k]SQt  ailT  .vlisi/naft/yiuo/l 


■ *;... 


60s:  ?mao  aoivio*  ajAiz  lo  0!?  Ujrif  dsiv/«  iiA  ,*£  aiqmfixH ' e 

sowb^i  joa  YS15J  Ju<r.aid<vj|  tiii».aTf<itrA;  c^m  atfl’  .^ttfiurtna  jsiuoii 

jMio^  COI  mdixi  acKuifed  oy«at  nobs^-* 

f5l  ly  _ 

rriumhtsjrt  wd  iqj«:3x^  gf  jo;>^^'toiS  ay  * oj  baianob  aysaJL  .0  ^ 

J/yia  adjnatisa  • lavo  yTifioaobsiumiJoaB 

flbv  ' , * ..  Q- 

m iowYsm  a»yolqxn»  oA  M 

i?jTO  j*,^$lvjini  H,  Swiioa  w fimvuh  .aiebimUnl  oJ 

0)  r^a^8«,vrtijw  ^psm  fmoiqm?  toa  itoiri jftgj.i  vob 
%d\  *bmiO’»g  dS  iMs. ^rnthiumfy  \mn  igoiq  «di  Tobaci  avaal  iBimns 
‘ jaubono  twioinaii  !o  •4iL."^  .lU  m>  o»  qy  ooins  ytijoyqiaaib 

uadi  iBOvai  ^*.01  waxoiti^iiJtrbt  dbril  ymo‘b»«5  iftir-tiibSnqd'  tsm  ^biop^i  av^al  Isybivlbnl 
noiicwjBWiasn  i-4afWt  <^ny*  ^iiiisnob  Ufman  w tJoU^xiob 

, .tfftmool^  i zeal  inis  ro} 


„4f#^ 

-■47 

.'*  'U  k*  . i^fff:'kj-' 


'r 


.if! 


■i 


.4^, 


‘ ''’4v 


% t 


I.  The  Office  of  the  Secretary  will  notify  the  Personnel  Office  and  keepers  of  leave 
records  for  effected  employees  so  that  proper  reports  can  be  made  to  the  Office  of  State 
Personnel  and  leave  balances  may  be  adjusted  accordingly. 


III.  Donor  Leave  Accounting  and  Usage  Procedures 

A.  Transfers  of  leave  time  will  be  reflected  in  the  established  system  for  leave 
accountability  and  will  accurately  record  leave  donations  and  recipient  use.  Such  accounts 
shall  provide  a clear  and  accurate  record  for  financial  and  management  audit  purposes. 

B.  Withdrawals  from  a recipient’s  leave  account  will  be  charged  to  the  recipient’s 
account  according  to  usual  leave  policies. 

C.  On  the  date  of  implementation  in  any  agency,  leave  transferred  under  this  program 
will  be  available  for  use  on  a current  basis  or  may  be  retroactive  for  up  to  30  calendar  days 
to  substitute  for  leave  without  pay  or  advanced  vacation  annual  or  sick  leave  already 
granted  to  the  leave  recipient.  Retroactivity  is  limited  to  30  calendar  days  from  the 
implementation  date  of  the  policy  in  the  agency. 

D.  At  the  expiration  of  the  medical  condition,  as  determined  by  the  agency,  any  unsed 
leave  in  the  recipient’s  donated  leave  account  shall  be  treated  as  follows: 

1.  The  vacation  leave  account  balance  may  not  exceed  80  hours. 

2.  In  case  of  the  death  of  the  employee,  leave  would  be  administered  in  accordance  with 
section  8,  page  4,  9 (f)  of  the  Supplmental  Leave  Schedule  published  by  the  Office  of  State 
Personnel. 

3.  Any  additional  unused  donated  leave  beyond  80  bourse  will  be  returned  to  the  donor(s) 
on  a pro  rata  basis.  Fraction  of  one  hour  shall  not  be  returned  to  an  individual  donor. 

4.  Each  approved  medical  condition  shall  stand  alone  and  donated  leave  not  used  in 
accordance  with  the  above  provisions  shall  be  considered  as  having  served  its  purpose, 
shall  lose  its  identtiy,  and  shall  be  deleted  and  the  account  closed. 


30 


^ stif  y^tkJd  mw  >firi)  o^mo  ^dT  l 

->,,,  01  afciMa  vin^rj  o.  b^fi^  lolitnoDM 

'^<2^tt^^^nv)‘>p.  b5»kii(;£^  i^«>;iud  3V63i  bcfl  bt/roeid^ 

.•4  •»  ■‘'''  ^ 


ftSteHi  fejr;  si^im^c^A  ovi^kJ  loyaoO  .lU 

>n»Cw6iS  i!'>jU'cJ  ..J»;;iJ  t/patfoibitH  tinis  wir.Aitt/iiikfi  !'  . ‘ .. 


p.  ^^ifmiOoM  pul  ..X;iJ  tMU.5  «sr,ti»iAnikf;»  ,bVii!lf  4ioJ»i  flmvjoss  ffiw  bm  iMdmnua^ 


01 5tti£>ica>a  irwoo:m 


4' 


Bl*igm(j  ?'i()  1 /(>flu  !)3*%tfyif  »yiSp)J  wftnWfiJsjtiam^toiyH  sl*;^  adjco  j 

eyab  iabn»l»  Ot  o)  ij«  lol  v/»tj»Ai)  ..t  ad  ,.,.rr.  to  jfit,i  j(joiiuo  ,■  „o  tol  sWfiriava  sd  Ifiw 

, fc'fmo-.  yyAoiidw-ibio^roibidu^  ^nSiflJSW  tW5u»l  odl  o» 

5 ' oi  Vp^iiotj  gH!f  iv.>  gdfih  gf^^lft.tOi^ryt'!!^{qfTTl 


o ,»tw>9gr,  ^»rUi^';h9aiffmj|i,b^  wfi  )A  .a 

rJiwotIca  ^ 3d  rf«?ir  bsSMfJob  sdi  ni  Wsal 

'■■  ^ - g « 


fOR  ynm  ^ 


aiiiTZ  lo  »dj1iO  xd  b,«d^tJdi/q-  4oi>,bn,j^  .J  0)  ^ 

»iiv;  ■^" 


*i!i  )o  -9&na  al  S 
,#  agfiq  ,8  ooiiiae 
.bfU10HT3*i  ,„' 


(s)»mib  »*  01  b«^fe  o,T  ,„rt tooiesri  birneob  iMSuna  l,»oi,lbb«  yoA  £ 
■loaob  Mkwtat  «s<»  bMHWM  M Wb  H«nMiMK|j«w  k>  uUiijiVl  .H»^l  ««n  00 


ro  b>a«  too  wool  toi6(i|,tije  SHto(f  l,nr.>.  (!«i^  otiuitmoo  feoibom  b-ivoiaqs  tboS  b 
.i-aiTItuy  JU  bw;  ■^.TOl8«iter,»W0tt«  od  «.rfsyooiim,iq  -ivod.  ,rit  dtiJZaatna>M 

iwob  101/0518  adi  bm  |»a,s,|,,|,  5^^  H^rfi  bot  .ymoibi  t>i  vol  Ifsita 

«/  % 


s 

L 


,r  ■ 


V.  EDUCATIONAL  ASSISTANCE  PROGRAM 


V.  EDUCATIONAL  ASSISTANCE  PROGRAM 
(effective  June,  1990) 


A.  Purpose 

The  purpose  of  the  educational  assistance  program  is  for  workforce  planning  and 
development.  The  educational  assistance  program  provides  management  with  a means  to 
support  educational  activities  which  are  deemed  beneficial  to  both  the  Department  of 
Cultural  Resources  and  its  employees,  and  which  serve  to  develop  employees’  knowledge, 
skills  and  abilities  directly  related  to  their  current  classification  or  the  classification  series 
in  which  they  are  working.  The  educational  assistance  program  provides  reimbursement 
of  academic  costs  if  funds  are  available  at  the  section  level,  and/or  time  off  the  job  if  the 
course  is  available  only  during  working  hours. 

B.  Eligibility 

1.  Eligible  Employees.  Full-time  or  part-time  employees  who  have  gained  permanent 
status  are  eligible  for  this  program.  Trainees  may  be  determined  as  eligible  by 
management  after  satisfactory  performance  for  a period  of  not  less  than  three  (3)  months. 

2.  Ineligible  Employees.  Employees  in  temporary  and  probationary  status  or  who  do  not 
meet  the  minimum  educational  requirements  for  the  job  are  not  eligible  for  educational 
assistance.  Work-study  requirements  for  trainees  shall  be  administered  in  accordance  with 
the  extended  educational  leave  policy. 

3.  Eligible  Sources.  Any  accredited  high  school,  business  school,  community  college, 
technical  institute,  college,  university,  correspondence  school  or  other  educational  source 
approved  by  the  State  Personnel  Director  is  eligible  for  selection. 

4.  Academic  courses  which  are  audited  are  eligible  for  educational  assistance;  however, 
an  employee  may  be  reimbursed  for  the  same  course  or  course  equivalent  only  once. 
Reimbursement  requires  a statement  written  on  school  letterhead  and  signed  by  the 
instructor  that  the  employee  attended  at  least  85%  of  the  scheduled  class  meetings  during 
the  academic  term. 

C.  Approved  Courses 

The  determination,  by  management,  whether  to  provide  assistance  to  take  a specific 
course,  is  based  on  the  principle:  “Deemed  beneficial  to  both  the  agency /university  and 
the  employee’s  knowledge,  skills  and  abilities  to  do  the  job”.  Examples  of  this  are  courses 
which  are  offered  at  the  junior  college,  undergraduate,  or  graduate  level  such  as  the 
following: 
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1.  Courses  which  provide  knowledge  and  skills  directly  related  to  maintaining  or 
improving  current  job  skills  (“current  job”  means  same  status  and  pay);  courses  mandated 
by  law  or  regulation  or  which  are  required  by  the  employer  in  order  for  the  employee  to 
retain  the  job; 

2.  Courses  directly  related  to  the  profession  in  which  the  employee  is  currently  working, 
current  classification  or  classification  series,  other  than  courses  for  incumbent  employees 
who  do  not  meet  the  minimum  educational  and  experience  requirements  for  the  job; 

3.  Courses  included  in  an  academic  program  directly  related  to  the  job  or  current 
classification  or  classification  series,  and  which  are  necessary  to  complete  a degree 
program  other  than  courses  for  incumbent  employees  who  do  not  meet  the  minimum 
educational  and  experience  requirements  for  the  job. 

Assistance  should  not  be  granted  in  cases  where  management  has  determined  that  neither 
the  course,  nor  the  degree  pursued,  is  of  sufficient  benefit  to  the  department.  Exceptions 
to  the  approved  courses  policy  shall  be  approved  by  the  secretary  or  her  designee. 


D.  Educational  Leave 

An  approved  course  should  be  taken  on  the  employee’s  own  time.  If  a course  can  be  taken 
only  during  working  hours,  eligible  employees  must  request  leave  prior  to  the  beginning  of 
the  course  allowing  sufficient  time  for  the  normal  approval  process.  Educational  leave 
during  work  hours  may  be  approved  not  to  exceed  one  course  per  academic  term  (a 
semester,  quarter  or  summer  session)  up  to  five  (5)  semester  hours  or  eight  (8)  quarter 
hours  credit.  (Class/laboratory  contact  hours  per  week  should  be  used  to  compute 
equivalency.)  Reasonable  travel  time  as  determined  by  the  supervisor  may  be  permitted 
to  attend  approved  courses. 


E.  Thesis/Dissertation  Research  Courses 

Job-related  thesis/dissertation  research  courses  at  the  masters  or  doctoral  level  are 
restricted  as  follows: 

1.  All  required  written  examinations  for  the  degree  shall  be  successfully  completed  before 
the  course  is  approved. 

2.  A maximum  of  15  hours  leave  may  be  approved  for  each  academic  credit  hour.  All 
leave  hours  must  be  used  during  the  academic  term  and  may  not  be  accumulated. 

3.  A maximum  total  of  9 academic  credit  hours  is  allowed  for  any  one  employee. 

F.  Academic  Costs 
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Academic  costs  are  defined  as  charges  assessed  by  an  eligible  source  to  every  person 
enrolling  for  the  course.  These  charges  must  be  required  of  everyone  and  are  neither 
negotiable  nor  discretionary  for  the  individual  enrolling  in  the  course.  Academic  costs 
include  tuition,  fees  and  course/lab  fees.  Course/lab  fees  must  always  be  itemized. 
Reimbursement  of  course/lab  fees  may  require  a written  statement  from  the  eligible 
source  justifying  the  fee  as  a required  fee  in  addition  to  other  fees. 

Reimbursement  of  Academic  Costs 

1.  Eligible  employees  may  be  reimbursed  academic  costs  charged  by  the  eligible  source 
attended  (but  note  the  exceptions  as  listed  below): 

(a) University  of  North  Carolina  institutions.  100%  of  academic  costs  for  up  to  ten  (10) 
semester  hours  or  sbcteen  (16)  quarter  hours  credit  per  academic  term.  Employees  may  be 
reimbursed  each  fiscal  year  for  a maximum  of  20  semester  hours  or  32  quarter  hours 
credit,  but  not  for  more  than  four  (4)  courses. 

(b) North  Carolina  Community /Technical  Colleges  (state  funded).  100%  of  academic 
costs  for  all  courses  per  quarter  up  to  a maximum  of  four  quarters  per  fiscal  year. 

(c) All  other  eligible  sources.  Up  to  the  maximum  academic  cost  charged  by  institutions 
of  the  University  of  North  Carolina.  This  amount  will  be  determined  by  the  Office  of 
State  Personnel  and  published  within  10  working  days  of  the  end  of  the  annual  session  of 
the  N.  C.  General  Assembly.  Reimbursement  is  limited  to  ten  (10)  semester  hours  or 
skteen  (16)  quarter  hours  credit  per  academic  term.  Employees  may  be  reimbursed  each 
fiscal  year  for  a maximum  of  20  semester  hours  or  32  quarter  hours  credit,  but  not  for 
more  than  four  (4)  courses. 

2.  Exceptions:  Graduate  professional  programs  with  unusual  course/lab  fees,  tuition  or 
other  fees  will  be  considered  on  a course  by  course  basis.  The  secretary  may  approve 
payment  of  these  academic  costs. 

3.  Reimbursement  shall  not  be  made  for  charges,  other  than  academic  costs,  specifically 
related  to  processing  or  receiving  CEUs  (continuing  education  units). 

4.  Reimbursement  shall  not  be  authorized  for  transportation  costs,  graduation  fees, 
examination  fees,  textbooks  and  supplies. 

5.  Financial  assistance  from  any  other  financial  aid  program  shall  not  be  duplicated  under 
this  program.  However,  the  difference,  if  any,  between  such  aid  and  the  allowable  costs 
under  the  state’s  plan  may  be  reimbursed. 

6.  When  employees  of  an  educational  institution  or  any  other  state  agency  are  granted 
free  tuition,  the  value  of  this  tuition  must  be  considered  as  part  of  the  allowable  academic 
costs. 
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7.  The  applicant  employee  shall  receive  reimbursement  of  approved  academic  costs  upon 
submitting  evidence  of  satisfactory  completion  of  the  course  and  documenting  academic 
costs.  Requests  for  reimbursement  should  be  submitted  within  30  days  of  completion  of 
the  course. 

8.  If  an  employee  transfers  to  another  state  agency /university  and  subsequently  completes 
an  approved  course,  the  employee  should  submit  a request  for  reimbursement  to  the 
employing  agency /university.  The  employing  agency /university  is  responsible  for 
processing  the  request  per  the  provisions  of  the  state  and  providing  reimbursement  if  funds 
are  available.  Employees  who  separate  from  state  service,  except  by  reduction  in  force, 
are  not  eligible  for  reimbursement. 


G.  Tax  Status 

The  U.S.  Internal  Revenue  Service  Code  specifies  that  employer  reimbursed  educational 
assistance  is  subject  to  all  withholding  taxes  if  the  reimbursement  is  for  courses  which 
prepare  an  employee  to  meet  minimum  job  requirements  or  to  qualify  for  a new  job. 
These  rules  on  reimbursement  comply  with  the  IRS  Code  regarding  employee  tax  liability, 
To  determine  employee  tax  liability  for  reimbursement  under  this  program,  the  following 
tests  should  be  applied: 

1.  Does  the  employee  meet  the  minimum  educational  requirements  for  the  job? 

(a) No.  Then  the  employee  is  ineligible  for  educational  assistance. 

(b) Yes.  Then  see  (2). 

2.  Is  the  requested  course(s)  a graduate  (post-baccalaureate)  course? 

(a)  Yes.  Then  reimbursement  is  subject  to  withholding  tax  and  FICA. 

(b)  No.  Then  see  (3). 

3.  Is  each  requested  course  to  maintain  or  improve  current  job  skills  or  to  comply  with 
law/regulation/rule  or  to  comply  with  the  department’s  requirements  in  order  for 
employee  to  retain  his  job? 

(a)  No.  Then  reimbursement  is  subject  to  withholding  and  FICA. 

(b)  Yes.  Then  see  (4). 

4.  Would  completion  of  the  course(s)  qualify  the  employee  for  a new  position  (change  in 
status  or  pay)  or  make  the  employee  eligible  to  take  an  examination  which  would  qualify 
him  for  a new  position? 

(a)  Yes.  Then  reimbursement  is  subject  to  withholding  and  FICA. 

(b)  No.  Then  no  taxes  are  withheld. 
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H.  Application  Procedures 


1.  To  receive  Educational  Assistance,  an  employee  shall  make  application  with  his 
immediate  supervisor.  The  application  should  include: 

(a)  The  course  title(s),  institution  and  location,  class  schedule,  and  whether  the  course 
is  for  credit  or  non-credit,  or  for  certification/licensing. 

(b)  A description  of  the  course(s),  demonstrating  how  the  course(s)  meets  criteria  for 
the  approved  courses,  or  for  certification/licensing. 

(c)  The  amount  of  academic  cost  reimbursement,  specifying  tuition  and/or  fees,  and 
any  course/lab  fees  requested. 

(d)  A specification  of  requested  time  off  from  work  for  educational  leave  including  all 
travel  time. 

(e)  If  time  off  from  work  is  requested,  a statement  demonstrating  unavailability  of  the 
course  except  during  work  hours. 

An  employee  applying  for  educational  assistance  should  receive  a written  response 
from  his/her  supervisor  regarding  approval/disapproval  of  educational  assistance 
requests,  which  notes  any  changes  in  the  application  or  conditions  of  approval.  The 
response  must  also  indicate  whether  the  reimbursement  for  the  course  is  subject  to 
withholding  taxes  or  not  and  provide  the  employee  with  the  proper  application  for 
departmental  use. 

2.  The  application  must  be  submitted  in  advance  in  accordance  with  schedules 
established  by  the  divisions  to  allow  time  for  appropriate  review,  approval  and  notification 
of  the  employee.  The  secretary,  or  a designee,  may  approve  an  application  received  after 
class  begins  if  circumstances  warrant. 


I.  Exceptional  Situations 

Courses  taken  at  the  department’s  request  and  courses  taken  under  the  Extended 
Educational  Leave  policy  require  prior  written  approval  of  the  secretary. 

J.  Courses  Taken  at  Agency  Request 

1.  Because  of  specific  high  priority  skill  needs  of  the  department,  employees  may  be 
requested  by  management  to  take  specific  courses  or  degree  programs.  Under  these 
circumstances,  all  limitations  under  the  provisions  of  this  policy  are  waived,  except 
requirements  for  withholding  taxes  and  FICA.  All  expenses  to  the  individual  should  be 
reimbursed,  to  include:  transportation  costs;  examination  and  administrative  fees; 
textbooks  and  other  course  materials.  (Any  books  or  materials  paid  for  by  the  department 
become  the  property  of  the  department.) 

2.  If  the  hours  or  number  of  courses  involved  exceed  the  limits  of  the  Educational 
Assistance  Program,  then  the  situation  shall  be  administered  under  the  policy  provisions 
for  Extended  Educational  Leave. 
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3.  The  designation,  “At  Agency/University  Request,”  can  only  be  determined  with  the 
approval  of  the  secretary,  or  designee. 

K.  Extended  Educational  Leave 

1.  The  department  may  consider  any  employee  (permanent,  probationary,  or  trainee)  for 
extended  educational  leave  to  participate  in  job  or  career-related  work  study,  scholarship 
or  fellowship  programs  based  upon  the  following  criteria: 

(a) Verification  that  both  labor  market  and  organizational  needs  exist  for  development 
in  the  program  requested. 

(b) Equal  opportunity  is  provided  in  the  selection  of  candidate(s). 

(c) Employees  are  informed  of  the  department’s  policies  and  procedures  regarding: 

(1)  Announcement  and  application  procedures; 

(2)  Screening  and  selection  of  employees; 

(3)  Limitations  and  restrictions  on  training; 

(4)  Leave,  salary  and  benefit  conditions  and  any  withholding  taxes  and  FICA;  and 

(5)  Employment  agreement. 

2.  Agency /university  policies  and  procedures  must  be  submitted  to  the  Office  of  State 
Personnel  for  review  and  approval  prior  to  implementation  or  upon  subsequent  updates 
and  revisions.  Requests  for  extended  educational  leave  initiated  by  the  employee  and 
which  do  not  meet  with  the  above  criteria  will  be  administered  according  to  the  state 
personnel  policy  on  leave  without  pay. 


L.  Certification /Licensing 

1.  Incumbent  employees  who  meet  minimum  educational  requirements  and  for  whom 
certification/licensing  is  required  after  employment  or  is  deemed  desirable  by 
management  and  approved  by  the  secretary  or  designee  are  eligible  for  educational 
assistance  under  the  following  conditions: 

(a) certification/licensing  is  mandated  act  of  the  General  Assembly 

(b) certification/licensing  is  a policy  requirement  of  the  department. 

2.  Educational  leave  is  authorized  for  courses  and  examinations  required  for  initial 
certification/license  and  renewal  of  the  certification/license.  Reimbursement  is 
authorized  for  100%  of  the  academic  costs,  less  any  applicable  withholding  taxes  and 
FICA. 

3.  Certification/licenses  resulting  solely  from  attainment  of  academic  degrees  shall  be 
considered  under  educational  assistance  for  academic  course  work. 
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VI.  DEVELOPMENT/TRAINING  POLICY 


VI.  DEVELOPMENT/TRAINING  POLICY 


It  is  the  policy  of  this  department  to  improve  productivity  and  the  quality  of  work  life  through 
the  offering  of  training  and  development  to  all  staff  members  of  the  Department  of  Cultural 
Resources.  Managers  and  supervisors  shall  encourage  the  development  of  their  staffs  through 
on  the  job  training,  informal  training,  cross  training,  assigned  independent  study  or  in 
scheduled  workshops,  training  courses  or  seminars. 

(I.)  RESOURCES 

Training  resources  may  be  obtained  through  the  Department  Staff  Development/Training 
Coordinator  in  the  Office  of  the  Secretary.  Training  maybe  implemented  by  the  supervisor 
or  department  management  or  the  employee  (with  the  supervisor’s  approval),  in  coordination 
with  the  Department  Coordinator. 

(II.)  DEFINITION 

The  term  training  or  development  is  defined  and  includes:  the  development  of  job  skills  or 
technical  skills  improvement  and  knowledge  enhancing  growth  or  expertise  in  an  employee’s 
position.  This  includes,  but  is  not  limited  to,  computer  training;  supervisor,  manager  and 
employee  interaction  skills;  performance  management  and  improvement;  department  policy 
and  administration  knowledge;  Continuing  Education;  certificate  programs;  Life  Long 
Education  programs;  employee  relations  programs;  North  Carolina  state  government 
personnel  programs;  department  development/training  programs.  This  policywill  not  apply 
to  the  Educational  Assistance  Program  in  which  academic  courses  apply  toward  academic 
credit  or  an  academic  degree  program.  Nor  does  it  apply  to  specialized  training  necessary 
for  employees  in  positions  classified  as  “apprenticeship”  or  “trainee”. 

(III.)  LIMITATIONS/EXCLUSIONS/ELIGIBILITY 

Training  offered  to  employees  may  be  limited  or  delayed  by  budget  restrictions  if  a fee  is 
applicable,  by  temporary  work  flow  problems,  by  staff  shortage  in  a specific  work  unit,  by 
limitations  set  by  the  resource  available  (i.e.,  attendance  size  restrictions  or  classification 
requirements),  or  if  a particular  training  resource  is  determined  not  to  meet  acceptable 
standards  by  the  Department  Training  Coordinator.  If  a work  flow  or  budget  problems  occur 
within  the  work  unit,  employees  shall  be  offered  training  on  a rotational  basis  according  to 
the  time  of  the  request  received  from  the  employee.  No  employee  shall  be  denied  training 
because  of  race,  age,  sex  or  handicap.  (Reasonable  accommodations  will  be  provided  to 
individuals  with  a disability.) 

Supervisors  approving  training  shall  consider  such  requests  in  a timely  method.  Employees 
in  permanent  non-temporary  positions  shall  be  eligible  for  training/development. 
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Special  training  addressing  the  needs  of  a particular  work  unit  may  be  requested  or  arranged  by  a 
supervisor  or  manager.  Management  may  arrange  training  for  a particular  classification  group  or 
select  persons  based  on  a defined  need. 

Any  employee  being  denied  reasonable  training  in  an  applicable  area  longer  than  a period  of  two  years 
may  request  a written  justification  from  the  supervisor.  This  requirement  shall  apply  only  in  the  case 
where  a training  resource  is  available  and  meets  the  conditions  of  this  policy. 

All  training  shall  be  included  in  the  goals  section  or  development  section  of  the  Performance 
Management  System’s  work  plan  and  performance  review  official  form. 

Training  may  be  considered  mandatory  or  voluntary,  depending  on  the  reasonable  necessities  of  the 
work  place.  Mandatory  training  must  be  so  specified  at  the  time  it  is  offered. 

All  registrations  and  enrollment  in  employee  training  shall  be  considered  a professional  commitment 
of  the  employee  and  satisfactory  completion  will  be  a required  job  performance  expectation. 

The  department/division/section  will  pay  for  training  when  proper  budget  procedures  and  approval 
are  followed  and  approval  obtained. 

(IV.)  RECORD  KEEPING/DOCUMENTATION 

A.  Records  shall  be  maintained  by  the  Department  Training  Coordinator  for  all  employees 
receiving  training.  Work  units  which  independently  arrange  training  shall  report  an  attendant’s 
name  to  the  Department  Training  Coordinator.  An  annual  report  containing  staff  development 
needs  shall  be  submitted  to  the  Department  Training  Coordinator  by  section  heads.  This  shall  be 
generated  at  the  beginning  of  the  fiscal  year  work  cycle  and  will  include  development/improvement 
needs  of  individual  employees.  This  shall  be  submitted  by  September  1 or  sooner  for  the  purpose 
of  developing  a department  wide  training  agenda.  All  development/improvement  needs  outlined 
on  PMS  work  plans  are  to  be  included. 

B.  A survey  of  supervisors  and  managers  will  also  be  conducted  to  assess  overall  training  needs  of  the 
department. 

A.  and  B.  above  will: 

1.  Identify  needs. 

2.  Consolidate  requests  to  allow  for  the  best  resource  and  cost  effectiveness. 

3.  Facilitate  department  record  keeping. 

4.  Provide  management  review  of  training  activity. 

5.  Provide  a systematic  manner  for  supervisor/managers  to 
encourage  an  employee’s  development. 

6.  Provide  a communications  system  for  the  Development  Training  Coordinator. 
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VII.  SAFEP^,  HEALTH,  AND  ENVIRONMENTAL  POLICY 


VII.  SAFETY,  HEALTH,  AND  ENVIRONMENTAL  POLICY 
(effective  March,  1991) 

(I.)  It  is  the  policy  of  the  Department  of  Cultural  Resources  that  every  employee  be  entitled 
to  a safe  and  healthy  workplace  and  that  all  departmental  activities  be  conducted  in  a 
manner  which  does  not  adversely  affect  the  public  or  the  environment. 

(II.)  To  fulfill  this  policy,  all  Department  of  Cultural  Resources  employees  are  responsible 
for  ensuring  a work  environment  which  is  free  from  recognized  safety,  health,  and 
environmental  hazards.  To  ensure  on-the-job  safety  and  employee  health  and  security,  the 
evaluation  of  safety,  health,  and  environmental  aspects  must  be  a primary  consideration  in 
every  job  task.  On  the  management  level,  supervisors  must  provide  a safe  workplace,  safe 
equipment,  proper  materials,  and  full  instructions  on  safe  methods  and  practices  at  all  times. 
Employees  will  be  held  accountable  for  fulfilling  these  requirements  on  the  job. 

(III.)  Overall  performance  in  safety,  health,  and  environmental  awareness  will  be  valued 
equally  with  other  facets  of  an  employee’s  job  performance.  Compliance  will  be  ensured 
through  appraisals  performed  pursuant  to  established  safety,  health,  and  environmental 
guidelines. 

(IV.)  Guidelines  for  employees  are  established  in  published  safety,  health,  and 
environmental  standards  developed  by  the  Department  of  Cultural  Resources  Safety 
Committee.  These  guidelines  reflect  the  State  Employee’s  Workplace  Requirements 
Program  for  Safety  and  Health  and  are  approved  by  the  division  directors  and  the  Secretary 
of  Cultural  Resources. 
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VIII.  POLICY  FOR  ALCOHOL7DRUG  FREE  WORKPLACE 


VIII.  POLICY  FOR  ALCOHOL/DRUG  FREE  WORKPLACE 

(effective  July,  1989) 


(I.)  DEFINITIONS 

For  the  purposes  of  this  policy: 

A.  IMPAIRED  shall  mean  such  performance  and/or  behavior  which  would  indicate  to  the 
observer  that  the  employee’s  ability  to  handle  job  assignments  safely  and  efficiently  may  be 
compromised. 

B.  WORKSITE  or  WORKPLACE  shall  be  defined  as  any  office,  building,  or  property 
(including  parking  lots)  or  vehicle  that  is  owned  or  operated  by  the  state  of  North  Carolina  or 
any  other  place  at  which  an  employee  is  to  perform  work  for  or  represent  the  Department  of 
Cultural  Resources. 

C.  ILLEGAL  DRUGS  are  drugs  which  are  not  legally  obtainable  and  drugs  which  are  legally 
obtainable  but  have  been  obtained  illegally. 

D.  DISCIPLINARY  ACTION  UP  TO  AND  INCLUDING  DISMISSAL  shall  include  both 
oral  and  written  warnings,  a transfer,  a demotion  in  classification  and/or  pay,  leave  without 
pay  for  up  to  three  days  and  dismissal.  In  keeping  with  state  personnel  regulations,  the  intent 
is  to  utilize  the  disciplinary  process  in  a constructive,  rather  than  punitive  manner. 

E.  SUBSTANTIATED  shall  mean  that  the  impairment  of  performance,  work  habits,  or 
behavior  that  is  deemed  consistent  with  alcohol  and /or  drug  abuse.  Medical  tests  or  other  tests 
may  also  be  used  to  substantiate  impairment. 

(II.)  POLICY  FOR  ALCOHOL/DRUG  FREE  WORKPLACE 

It  is  the  policy  of  the  North  Carolina  Department  of  Cultural  Resources,  hereinafter  called  the 
department,  that  all  employees  shall  have  the  right  to  a work  place  which  is  free  of  alcohol  and 
drugs.  This  policy  is  established  to  ensure  the  safety  and  well-being  of  employees  of  the 
department,  as  well  as  the  general  public.  All  employees  of  the  department  including 
permanent  full  time,  trainee,  permanent  part-time,  permanent  hourly,  and  temporary  will  be 
covered  by  this  policy. 

It  is  the  responsibility  of  management,  supervisors,  and  employees  to  become  familiar  with  the 
expectations  of  the  department,  and  to  comply  with  the  provisions  of  this  policy. 

Alcohol  and  drug  abuse  are  a legitimate  concern  of  management  when  they  affect  the 
worksetting.  Such  abuse  can  directly  affect  the  safety,  productivity  and  general  well-being  of 
everyone  concerned.  Therefore  the  departmet  has  adopted  the  following  policy  to  address 
this  concern: 

In  the  event  of  a conflict  between  the  provisions  of  this  policy  and  related  federal  law  or  policy, 
the  federal  law  or  policy  shall  always  prevail. 
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SECTION  I 

ALCOHOL  AND  DRUG  ABUSE 


A.  ILLEGAL  DRUG  ACTIVITY 

1.  The  manufacture,  distribution,  dispensing,  possession  or  use  of  an  illegal  substance  is 
prohibited.  An  employee  who  violates  this  provision  at  the  worksite  is  subject  to  disciplinary 
action  up  to  and  including  dismissal.  Any  illegal  drug  activity  will  be  reported  to  the 
appropriate  law  enforcement  authority. 

2.  The  employee  is  responsible  for  notifying  management  of  the  department  within  five 
calendar  days  after  arrest.  Also,  after  a formal  legal  charge  of  illegal  drug  activitiy,  the 
employee  is  responsible  for  notifying  management  within  five  calendar  days.  Failure  to  do  so 
will  be  addressed  as  a performance  of  duty  requirement  that  has  not  been  met. 

Any  employee  convicted  (found  quilty  by  the  court  system)  of  any  criminal  drug  statute 
violation  occurring  in  the  workplace  must  notify  the  appropriate  supervisor  or  management 
person  no  later  than  five  (5)  calendar  days  after  such  conviction.  Failure  to  provide 
notification  will  result  in  automatic  dismissal. 

3.  Any  employee  convicted  of  an  off  the  job  drug-related  offense  which  could  directly  or 
indirectly  affect  their  credibility  or  ability  to  carry  out  effectively  the  duties  and  responsibilities 
of  their  position  with  the  department  shall  be  subject  to  disciplinary  action  up  to  and  including 
dismissal. 

B.  IMPAIRMENT  ON  THE  JOB 

1.  No  employee  shall  report  to  the  worksite  impaired  by  drugs  or  alcohol,  including  drugs 
prescribed  by  a doctor  and  over  the  counter  medications. 

If  an  employee  reports  to  the  worksite  while  impaired  by  any  of  the  above,  this  behavior  shall 
be  deemed  unacceptable  personal  conduct  and  the  employee  shall  be  subject  to  disciplinary 
action  up  to  and  including  dismissal.  If  appropriate,  the  employee  may  be  placed  under 
Investigatory  Suspension  Without  Pay  (N.  C.  Personnel  Manual,  Section  9,  page  6)  and 
ordered  to  leave  the  worksite. 

Following  investigation,  the  supervisor  shall  schedule  a conference  with  the  employee  to 
review  theresults  of  the  investigation  and  to  give  the  employee  the  opportunity  to  respond. 
When  the  findings  of  the  investigation  include  substantiated  abuse,  if  the  employee  is  not 
dismissed,  clearance  through  the  state  Employee  Assistance  Program  (EAP)  will  be  a 
requirement  for  continued  employment.  If  the  employee  fails  to  meet  the  scheduled  conference, 
use  the  state  EAP,  or  be  cleared  through  the  state  EAP  before  a return  to  work,  dismissal  will 
be  automatic. 
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2.  Any  employee  using  prescribed  medications  under  the  doctor’s  direction  and  any  employee 
taking  prescription  or  over-the-counter  medications  that  could  alter  his/her  ability  to  perform 
the  duties  and  responsibilities  of  his/her  position,  must  notify  the  appropriate  supervisory  or 
management  person.  Such  employee  is  responsible  for  finding  out  from  a health  care 
professional  the  effects  of  any  drug  being  taken.  Failure  to  obtain  such  information  will  not 
be  a bar  to  disciplinary  action  under  this  policy. 

If,  in  the  opinion  of  the  employee’s  supervisor,  an  employee’s  actions  and/or  behavior  are 
considered  unsafe  as  a result  of  using  the  medication,  the  employee  may  be  sent  home  on  sick 
leave.  Other  options  might  include  referral  to  the  state  EAP  and/or  temporary  reassignment. 

Failure  to  notify  the  supervisor  shall  be  deemed  personal  conduct  which  shall  be  cause  for 
disciplinary  action  up  to  and  including  dismissal. 


C.  IMPAIRMENT  OR  OTHER  BEHAVIOR  OFF  THE  JOB 

1.  Any  employee  whose  job  requires  a valid  operator’s  license  and  who  is  convicted  of  a 
violation  for  driving  while  impaired,  resulting  in  a revocation  of  such  license,  must  report  this 
action  to  his/her  supervisor.  The  supervisor  shall  determine  whether  revocation  shall 
interfere  with  a minimum  level  of  job  performance. 

During  the  automatic  “ten  (10)  day  revocation,"  a temporary  job  reassignment  may  be 
necessary. 

If  revocation  of  the  operator’s  license  is  for  one  (1)  year  or  less  and  no  restricted  license  can 
be  obtained,  management  may  either  assign  the  employee  to  another  job  for  which  he  is 
qualified  or  may  separate  the  employee  for  cause.  In  the  event  the  employee  is  retained,  a 
mandatory  referral  to  the  state  EAP  may  be  required  as  a condition  of  continued  employment. 

Failure  to  notify  the  supervisor  shall  be  cause  for  disciplinary  action  up  to  and  including 
dismissal. 


SECTION  II 

ALCOHOL  AND  DRUG  ABUSE  AS  A PERSONAL  PROBLEM 

The  department  recognizes  that  alcohol  and  drug  abuse  can  affect  an  employee’s  personal  and 
family  life  and  can  contribute  to  problems  on  the  job.  Without  appropriate  intervention  an 
employee  presents  a problem  not  only  to  himself/herself  but  to  his/her  family  and  to  the 
employer  as  well.  It  is  also  recognized  that  alcohol  and  drug  abuse  are  treatable  illnesses. 

The  department  has  a strong  commitment  to  assist  any  employee  who  voluntarily  asks  for  help. 
The  department  has  provided  a channel  of  help  through  the  state  EAP.  It  is  the  employee’s 
responsibility  to  seek  help  for  such  problems  before  they  must  be  addressed  at  the  worksite 
or  otherwise  become  apparent  as  unsatisfactory  job  performance  and/or  work  habits.  Such 
action  on  the  part  of  the  employee  shall  be  viewed  as  responsible  and  shall  be  supported  by 
management  and  the  supervisor. 
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Action  on  the  part  of  the  supervisor  to  address  legitimate  concerns  about  alcohol  and  drug 
problems,  including  unsatisfactory  work  performance  and  work  habits,  and  to  make  use  of  the 
state  EAP,  continues  to  be  expected. 

A supervisor  who  knowingly  tolerates  or  ignores  information  and  events,  as  described  in  this 
policy,  that  are  brought  to  his/her  attention  is  considered  to  be  acting  irresponsibly  in  carrying 
out  the  intent  of  this  policy.  Such  a supervisor  shall  be  disciplined  in  accordance  with  the  job 
performance  category  of  the  state’s  disciplinary  action  policy. 

A supervisor  who  otherwise  fails  to  act  appropriately,  in  accordance  with  this  policy  concerning 
information  and  events  as  described  in  this  policy,  may  also  face  disciplinary  action  should 
circumstances  warrant  it. 

Management  will  continue  to  support  this  effort  as  necessary  to  accomplish  an  alcohol  and 
drug  free  workplace. 


SECTION  III 
PROCEDURES 

A.  EMPLOYEE’S  RESPONSIBILITY 

Employees  are  expected  to  report  to  the  worksite  prepared  to  perform  their  duties  and 
assignments. 

Responsible  use  of  alcohol  and  legal  drugs  (to  include  both  prescriptive  and  over  the  counter 
medications)  is  expected  of  employees. 

Actions  and  behavior  that  either  discredit  the  organization  or  endanger  the  people  and 
resources  of  the  organization  will  be  viewed  as  personal  conduct  which  shall  be  cause  for 
disciplinary  action  up  to  and  including  dismissal. 

Use  of  illegal  drugs  or  abuse  of  alcohol  and  legal  drugs  is  deemed  personal  conduct  subject 
to  disciplinary  action  up  to  and  including  dismissal,  and  the  employee  is  held  liable  for  the 
consequences  of  his/her  actions. 

Employees  who  are  experiencing  alcohol  and  drug  problems  should  seek  help  before  the 
problem  is  discovered  at  the  worksite.  Such  action  on  the  part  of  the  employee  shall  be  viewed 
as  responsible  and  shall  be  supported  by  management  and  the  supervisor.  Efforts  of  the 
employee  to  obtain  help  will  be  respected  and  WILL  BE  HANDLED  IN  THE  MOST 
CONFIDENTIAL  MANNER. 
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B.  SUPERVISOR’S  RESPONSIBILITY 


The  responsiblity  of  the  supervisor  is  to  see  that  operations  within  the  department  are  run 
safely  and  efficiently.  Therefore,  the  supervisor’s  primary  responsibility  is  to  concentrate  on 
job  performance  and  fitness  for  duty. 

It  is  important  for  supervisors  to  become  informed  about  alcohol  and  drugs  as  they  affect  the 
workplace.  This  is  to  be  accomplished  by  understanding  the  departmental  policy  and 
procedures  and  by  attending  training  in  this  area. 

Supervisors  are  not  expected,  however,  to  become  “detectives”  or  “medical  diagnosticians." 
If  a supervisor  suspects  an  employee  is  impaired  by  either  alcohol  or  drugs,  or  if  any  illegal 
drug  activity  occurs  in  the  workplace,  the  following  steps  should  be  taken: 

1)  He/she  should  advise  appropriate  superiors  and  the  division  director  as  soon  as  possible 
of  the  situation  and  seek  their  guidance.  The  division  director  should  immediately  notify  the 
deputy  secretary  who  will  contact  appropriate  law  enforcement  authorities. 

2)  The  supervisor  should  confront  the  suspected  employee  about  his/her  behavior  and  advise 
the  employee  that  he/she  does  not  appear  to  be  “ready  for  duty."  Supervisors  should  point 
out  the  behavior  of  concern.  Supervisors  should  not  directly  accuse  employees  of  alcohol  or 
drug  abuse.  An  appropriate  “third  party”  should  be  present  as  witness  to  the  confrontation. 

3)  Supervisors  should  initiate  an  “Investigatory  Suspension  Without  Pay”(NCOSP  Personnel 
Manual,  Section  9,  page  6): 

Steps  should  be  taken  to  remove  the  employee  from  the  workplace.  He /she  should  be  asked 
to  leave,  or  if  necessary,  security  personnel  should  be  used  to  escort  the  employee  from  the 
work  area.(Field  settings  may  require  the  use  of  local  law  enforcement  to  assist  in  this  action.) 
Such  an  impaired  employee  should  not  drive  him/herself  home.  Assistance  should  be  offered 
to  the  employee  in  making  arrangements  to  have  someone  else  provide  transportation.If  he/ 
she  refuses,  the  supervisor  should  explain  that  he/she  will  notify  the  proper  authorities  that 
the  employee  is  impaired  and  should  not  be  driving. 

5)  Supervisors  should  document  in  writing  the  events  up  to  and  including  actions,  including 
dates,  times  and  other  specifics. 

6)  A written  notification  must  be  sent  to  the  employee.  It  must  include  specific  reasons  for 
the  suspension  and  the  employee’s  notice  of  right  to  appeal.  In  this  letter  the  employee  should 
be  advised  of  the  formal  nature  of  the  incident  and  a conference  to  review  the  results  of  the 
investigation. 


44 


i 


I 


' 'p”  ' I ' ' ' 

Sitf!  »1S  mamh«^srfj  ttMftiw  « ,(!» to  y»l((ft«io.i«si  sJlT 

^ sicunsanpa  oi « i{tHHflaio<^  ipansiiti  i^Mhhwju*  ariiF  has 


im«  '(wiiKi  isinwi?rui«:|»D  o®  bJ5diii«|j(|jr»si«  4)i^  ^ ^ «^rT  ^aoftfcpTiow 

'‘k. 

* " * . ’ "^'.‘  li  ' 

^firiati2on8j»ib  lEotbsuf’  amoaad  o5  ^at>»a<^)8a  loa  ®w  .-roam^qiia 

Isg^EH  ynji  Yi  TO  torfcDl&TSffib  ^ bsiiiecilrrt! 


jrnuq  DIK003  ^loaiVTa^^iJig;  ~ y;ioD  tcs  A^'seiii”  w3  oJ  8^b  isil)  a5‘|j){qnj3  a<ij 

to  lorto:*k^o^t6^yoJ<|m»^«^  too  r>(m^  ^ 

Jiohmoi^non  »tll  oi  ?£Wilw  as  Jimaiq  5d  btm\U  *\niq  »i#hqoiqq^JiiA  gaib  - 

l»iwrfmii^?l2ppld)*\a^  tooriiiW  biflbhrl  (C 


5>rfi  moil  n^oUim^  Mlt  ttodais  oi  hsm  od  Woodti  bamTapcj  y*i,fem^,^eiK»oa  li  io  ,m»J  oj 
(,  aobos  eidj  ni  iais«s  6i  Jn^MTS'^iolas  will  I^tld.aaw  ® 

bdisBo  5d  blooiiz  ^nclaigaA  .sitiorf  Hsar^J^fnid  '>vhb  loa  Woofla  bouyqiim  r?iK  thuZ 

\9fIli.noilGnoq2nfiti  oals  gaHem  «l  5^o(^d  ®f!i  oi 

/firi)  ej>mibdiy£(  ci^qoiKj^dYxiiJOft  1%  »da\dd  ifiiitYibfqxa  bboda  losivisqu^f  6fb  ^ui^i  ad« 


ml  aao«fl:ji  •*S:ivihni  i^m  it  odJ  ono:>^  ^ co<te?mHwT  natitwA  (d " 

bluod*  »ar(oiqiir6  >dj  v.^7l  ?i(tl  ij,s^»qqj9  6)  idgit  lb  rtoboi?  ?;bs'^qBn»  j^diWfinofaujsw^a  9riJ 

»tU  h aiiili-91  od)  wwv® ; m a bm  inahibo)  »itJ  la  tArmot  pd3  )o  bot^.ivba  ad 


,gflivht>  od  ion  blood*  brut  baiiaqjSl  ai  oo^lqmd  odi 


gfdbbfoai  ,molm  gnUiutoni  oj  nUnt^oiobbU/^  man^ug  (S® 

, ,■  ’ |,/x:\^■  ' \a33b9qaYadio!«tRi5mii 


7)  The  supervisor  should  conduct  the  conference  with  the  employee,  following  specified 
disciplinary  procedures.  The  employee  should  have  an  opportunity  to  respond  to  the  results 
of  the  investigation.  The  employee  should  understand  his/her  options.  If  appropriate,  a 
referral  to  the  state  EAP  may  be  included  as  a condition  for  continuation  of  employment.  If 
so,  the  supervisor  should  arrange  the  referral  and  point  out  that  clearance  through  the  state 
EAP  will  be  required  before  a return  to  duties. 


C.  MANAGEMENT/ADMINISTRATIVE  RESPONSIBILITY 

The  department’s  Personnel  Office  is  responsible  for  implementing  policy  and  procedures  to 
insure  an  alcohol  and  drug  free  worksite.  Responsibilities  shall  include: 

1)  Providing,  as  required,  an  annual  certification  to  the  federal  agencies  that  the  department 
has  implemented  an  effective  and  viable  program  to  insure  an  alcohol  and  drug  free 
workplace. 

2)  Implementation  of  policy  and  procedures  which  shall  be  monitored  through  reports  from 
divisions,  sections  and  branches  to  the  above  named  office. 

3)  Accummulating  Data  and  information  as  necessary  to  prepare  reports  and  certify  a good 
faith  effort  to  continually  maintain  an  alcohol  and  drug  free  workplace.  Information 
concerning  individual  employees  will  be  strictly  confidential. 

4)  Scheduling  and  coordinating  Alcohol  and  Drug  Abuse  AwarenessTraining  Programs  for 
all  managers  and  supervisors  in  order  to  accomplish  the  following  objectives: 

a)  To  increase  awareness  about  alcohol  and  drug  problems  in  the  work  place, 

b)  To  learn  how  to  identify  unsatisfactory  job  performance  and  work  habits  caused  by  the 
abuse  of  alcohol  and  drugs,  and 

c)  To  understand  the  supervisory  role  in  dealing  with  alcohol  and  drug  problems. 

5)  Providing  alcohol  and  drug  awareness  information  for  employees  to  increase  awareness 
of  the  alcohol  and  drug  problems  in  the  workplace,  including: 

a)  The  department’s  policy  on  alcohol  and  drugs  at  the 
worksite, 

b)  The  dangers  of  drugs  in  the  worksite, 

c)  Employee  responsibilities  regarding  the  use/abuse  of 
alcohol  and  drugs,  and 

d)  The  availability  of  professional  help  for  personal 
problems  with  alcohol  and  drugs. 
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D.  STATE  EMPLOYEE’S  ASSISTANCE  PROGRAM  RESPONSIBILITY 


The  basic  role  of  the  state  Employees’  Assistance  Program  Office  is  to  provide  employees  with 
assistance  in  discerning  the  troubled  employee’s  problem  and  to  refer  him/her  to  the 
appropriate  resource(s)  for  help. 

1)  The  state  EAP’s  assessment  and  referral  responsibilities  will  include  the  following: 

a)  Providing  initial  assessment  and  evaluation  of  all  referrals(supervisory,  self-referrals,  and 
employee’s  family  members). 

b)  Referring  the  individual(s)  to  the  most  appropriate  available  resource  and  in  a timely  and 
efficient  manner. 

c)  Maintaining  a network  of  community  resources  and  being  knowledgeable  about  available 
services  and  their  costs. 

d)  Maintaining  a liaison  with  the  department’s  EAP  administrator. 

e)  Monitoring  an  employee’s  attendance  and  completion  of  services  utilized. 

f)  Maintaining  discretion  and  confidentiality  in  all  personnel  and  personal  information 
concerning  program  participants. 

2)  The  state  EAP’s  responsibility  for  supervisory  and  employee  awareness  will  be  to  assist 
agencies  in  meeting  compliance  requirements.  The  state  EAP  serves  as  the  staff  resource  in 
the  development  and  communication  of  employee  awareness  and  training  programs. 

3)  In  the  case  of  “emergency  situations”  or  “mandatory  referrals”  the  state  EAP  agrees  to 
schedule  an  assessment  within  three  working  days  of  receiving  the  referral. 
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IX.  PUBLICATION  PROCEDURES  MANUAL 


IX.  PUBLICATION  PROCEDURES  MANUAL 
(effective  April  30, 1991) 

(I.)  PUBLICATION  DEFINED 

A.  All  public  documents  issued  by  the  Department  of  Cultural  Resources  shall  comply 
with  the  guidelines  set  forth  in  this  manual. 

B.  A public  document  means  any  annual,  biennial,  regular  or  special  report,  press  release, 
or  publication  of  which  at  least  200  copies  are  printed. 

C.  Communications  within  an  agency  and  agency  correspondence  are  not  included  in  this 
definition.  Statutory  Authority:  G.S.  143- 169.2(a) 

(II.)  SPECIFICATION  OF  STYLE  MANUALS 

A.  Agencies  of  the  Department  of  Cultural  Resources  shall  use  one  of  the  following  style 
manuals: 

1.  The  Chicago  Manual  of  Style 

2.  Associated  Press  Stylebook 

3.  Orchestral  Music 

4.  American  Antiguitv  48  (1983):  429-442 

B.  Agencies  may  use  in  addition  the  following  abbreviated  style  manuals: 

1.  Guide  for  Authors  and  Editors  (1989).  compiled  by  Historical  Publications  editors  and 
based  on  The  Chicago  Manual 

2.  Graphic  Standards  Manual  (1985).  prepared  by  the  North  Carolina  Arts  Council 
Statutory  Authority:  G.S.  143-170.2  (a)  (1) 

(III.)  REVIEW  AND  APPROVAL  PROCESS  FOR  AGENCY  PUBLICATIONS 

A.  Each  division  director  in  the  Department  of  Cultural  Resources  shall  appoint  a 
publications  officer. 

B.  The  publications  officer  in  each  division  shall  have  the  following  responsibilities  and 
authority: 

1.  To  approve  the  initial  concept  and  plan  for  all  publications  originating  in  that  division; 

2.  To  monitor  the  preparation  of  all  publications  to  assure  compliance  with  style  and 
format  guidelines; 

3.  To  make  final  editorial  review  of  all  publications  before  submission  of  a purchase 
request  for  printing;  and 

4.  To  sign  all  purchase  requests  for  printing  public  documents. 

C.  Standard  requisition  forms  to  obtain  printing  from  either  the  State  Government  Print 
Shop,  Correction  Enterprises,  the  Office  of  State  Printing,  or  the  Division  of  Purchase  and 
Contract,  Department  of  Administration,  shall  be  used. 
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1.  The  publications  officer  shall  sign  all  forms  authorizing  printing  of  public  documents. 

2.  The  signature  of  the  publications  officer  shall  indicate  compliance  with  the  review  and 
approval  procedures  outlined  in  III.B.1-4. 

Statutory  Authority:  G.S.  143- 170.2(b) 

(IV.)  DISTRIBUTION  POLICIES 

A.  All  publications  issued  by  the  Department  of  Cultural  Resources  shall  be  deposited 
with  the  North  Carolina  State  Library  Publications  Clearinghouse  in  the  Division  of  the 
State  Library. 

1.  The  publications  officer  of  each  division  shall  be  responsible  for  distributing  five  (5) 
copies  of  each  publication  to  the  depository  system  within  ten  (10)  days  of  issuance. 

2.  The  publications  officer  of  each  division  shall  maintain  a copy  of  the  "North  Carolina 
State  Documents  Depository  System  Handbook  for  State  Agencies"  to  acquaint  staff  with 
its  requirements  and  to  assure  compliance. 

B.  Under  G.S.  121-6(a),  "Except  for  reports,  bulletins,  and  other  publications  issued  for 
free  distribution,  professional  materials  including  books  and  journals  published  by  the 
Department  of  Cultural  Resources  are  hereby  expressly  excluded  from  provisions  of  G.S. 
147-50." 

C.  In  the  event  a publication  is  discontinued  or  its  title  is  changed  in  a serial  publication, 
the  division’s  publications  officer  shall  notify  the  Publications  Clearinghouse  through  the 
forms  and  procedures  outlined  in  the  "North  Carolina  State  Documents  Depository 
System  Handbook  for  State  Agencies." 

D.  Pricing  of  Documents  for  Resale 

1.  All  public  documents  other  than  press  releases  and  those  principally  for  resale  must 
carry  a statement  indicating  the  per  unit  cost,  based  on  identifiable  costs  for  typesetting, 
printing,  binding,  and  contractual  services  such  as  writing,  editing,  and  design. 

2.  The  publications  officer  of  each  division  shall  establish  or  approve  prices  for  all 
documents  offered  for  resale,  whether  at  cost  or  for  profit. 

Statutory  Authority:  G.S.  143-170.2(a)  (2)  (3) 

G.S.  121-6(a) 

G.S.  125-11.6-11.9 


(V.)  PRINTING  POLICIES 

A.  All  agencies  of  the  Department  of  Cultural  Resources  shall  comply  with  the  "Office  of 
State  Printing  Guidelines"  as  established  under  the  administrative  authority  of  Executive 
Order  No.  83. 
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B.  Exceptions 

1.  A printing  request  can  be  met  in-house;  for  example,  through  a desk-top  publishing 
system. 

2.  An  agency  chooses  to  deal  directly  with  Correction  Enterprises  or  the  State 
Government  Print  Shop  operated  by  the  Department  of  Administration. 

3.  A contract  let  by  the  Division  of  Purchase  and  Contract,  Department  of 
Administration,  is  in  effect. 

4.  An  exception  has  been  granted  in  writing  by  the  Office  of  State  Printing. 

5.  These  exceptions  shall  still  require  the  approval  of  the  division’s  publications  officer. 

C.  The  publications  officer  in  each  division  shall  maintain  a copy  of  the  "Office  of  State 
Printing  Guidelines"  so  that  staff  can  refer  to  it. 

Statutory  Authority:  G.S.  143-170(a)  (4)  (5) 

(VI.)  RESOURCES  OF  THE  DEPARTMENT 

A.  Historical  Publications  editors  in  the  Division  of  Archives  and  History  are  available  for 
consultation  in  the  development  of  publications. 

B.  The  Division  of  the  North  Carolina  Arts  Council  is  available  for  consultation  on  the 
application  and  development  of  graphic  standards. 

Statutory  Authority:  None 

(VII.)  UPDATING  MAILING  LISTS  FOR  PUBLIC  DOCUMENTS 

A.  Each  agency  shall  review  its  mailing  lists  at  least  once  a year,  or  after  mailing  to  a 
majority  of  its  constituents,  to  determine  address  corrections  and  compliance  with  state 
and  federal  rules  and  policies. 

B.  Each  agency  head  must  certify  to  the  Director  of  the  Budget  that  the  agency’s  mailing 
lists  have  been  updated  annually. 

Statutory  Authority:  G.S.  143-169.1 
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X.  ADMINISTRATIVE  RESPONSIBILIPT  FOR 
PURCHASE  AND  CONTRACT 


X.  ADMINISTRATIVE  RESPONSIBILITY  FOR  PURCHASE  AND  CONTRACT 


(I.)  POLICY 

The  departmental  purchasing  office  is  responsible  for  purchase  of  all  supplies  and 
materials,  equipment,  repair  and  equipment  service  contracts. 

All  purchase  orders  and  service  contracts  for  this  department  will  be  authorized  by  the 
purchasing  officer,  or  his  designee. 

As  of  July  1, 1974,  certain  authority  for  purchasing  was  delegated  to  the  Department  of 
Cultural  Resources.  This  delegation  of  authority  is  subject  to  cancellation,  at  the 
discretion  of  the  Division  of  Purchase  and  Contract. 

(II.)  PROCEDURES 

Purchase  Request: 

All  requests  for  purchase  are  to  be  submitted  in  duplicate  (yellow  and  blue  copies)  to  the 
purchasing  office  on  the  departmental  form,  and  approved  by  the  designated  authority  in 
each  division/section. 

The  line  "Charge  To"  on  the  purchase  request  form  must  be  completed  for  cost  accounting 
purposes,  certification  of  availability  of  funds,  and  line  item  encumbrances. 

A reasonable  lead  time  should  be  allowed  between  the  initiation  of  the  purchase  request 
and  the  execution  of  a purchase  order.  This  lead  time  will  vary  from  2 to  10  days  for 
routine  request  and  30  days  for  items  requiring  formal  bids.  Delivery  may  require  up  to  90 
days  after  execution  of  a purchase  order. 

Telephone  requests  for  authority  to  purchase  should  be  limited  to  emergencies.  The 
Division  of  Purchase  and  Contract  defines  "emergency"  as  "a  situation  endangering  life, 
property."  Any  purchase  made  by  an  employee  headquartered  in  the  Raleigh  office 
without  the  prior  approval  of  the  purchasing  officer,  or  his  designee,  will  be  considered  the 
personal  obligation  of  the  purchaser. 

Surplus  Property: 

All  surplus,  obsolete,  or  unused  equipment,  supplies,  and  materials  are  to  be  reported  to 
the  purchasing  officer  as  soon  as  they  are  determined  to  be  in  excess  of  needs.  The 
purchasing  officer  shall  report  such  to  the  Purchase  and  Contract  Division  for  disposition 
as  soon  as  they  are  determined  to  be  in  excess  of  any  departmental  needs. 
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Telephone  Service: 

All  requests  for  additions  and/or  changes  in  telephone  equipment  should  be  made  to  the 
purchasing  office.  If  the  requested  change  is  authorized  by  the  director,  implementation 
is  subject  too  approval  of  the  Communications  Officer,  Department  of  Administration 
and  availability  of  budgeted  funds.  Forms  required  for  telephone  requests  may  be 
secured  from  the  purchasing  officer. 

Note: 

Attached  copy  of  "Purchase  Order  Writing  Functions’  is  NOT  a delegation  of  authority  to 
Divisions.  It  is  attached  for  informational  purposes  only. 
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PURCHASING  PROCEDURES  ADDENDUM: 


DIVISION  OF  ARCHIVES  AND  HISTORY 

All  maintenance  and  repair  "pick-up"  purchases  made  by  personnel  officially  stationed  outside  of 
Raleigh  must  be  reported  each  week.  These  purchases  should  be  limited,  as  much  as  possible,  to 
unforeseen  need  for  repair. 

Weekly  purchase  reports  (on  Purchase  Request  forms)  are  to  be  authorized  and  coded  for  line 
item  cost  accounting  and  forwarded  in  duplicate  to  the  departmental  Purchasing  Office  by  the 
appropriate  section.  If  an  invoice  is  received  at  the  time  of  purchase,  it  should  be  attached  to  the 
purchase  request  form  and  forwarded  as  a complete  transaction.  If  the  invoice  is  not  available  at 
the  time  of  purchase,  the  vendor  should  send  the  invoice  directly  to  the  Purchasing  Office,  109  E. 
Jones  St.,  Raleigh,  N.  C.  27601-2807  - not  to  the  individual  purchasing  the  item.  It  is  the 
responsibility  of  the  purchaser  to  inform  the  vendor  of  the  correct  address  to  which  to  send  the 
invoice.  Weekly  reports  should  be  in  the  hands  of  the  Purchasing  Office  as  promptly  as  possible. 

Each  purchase  must  be  itemized  on  a Purchase  Request  form.  Charge  slips,  cash  register  tapes, 
etc.  should  be  attached.  Any  single  purchase  over  one  hundred  ($100.00)  dollars  and  less  than  two 
hundred  ($200.00)  dollars  must  have  three  (3)  telephone  quotes.  Telephone  quotes  contain  the 
name  of  the  company,  the  name  of  the  person  giving  the  quote,  a list  of  the  product  quoted,  the 
telephone  number,  and  the  date.  Purchases  between  two  hundred  ($200.00)  dollars  and  three 
hundred  fifty  ($350.00)  dollars  must  have  three  (3)  written  bids  on  the  company’s  letterhead  and 
signed  by  the  person  quoting.  If  there  are  problems  in  getting  three  bids,  the  purchaser  should 
contact  the  Purchasing  Office.  (No  quotes  is  not  acceptable.)  Purchases  over  three  hundred  fifty 
($350.00)  dollars  will  be  handled  by  the  Purchasing  Office.  A separate  purchase  request  form 
must  be  made  for  each  suggested  vendor.  These  purchase  request  forms  will  be  attached  to  the 
invoices  when  they  are  paid,  and  will  be  audited  by  the  State  Auditor. 

The  above  procedures  are  to  be  followed  for  repair  contracts,  rental  of  equipment,  etc.  For  any 
major  repair  costing  three  hundred  fifty  ($350.00)  dollars  or  more,  including  labor  and  materials, 
where  competitive  bidding  is  not  feasible,  or  not  available,  authorization  of  the  Purchasing  Officer 
must  be  secured  prior  to  the  awarding  of  the  bid.  The  only  exceptions  to  the  requirement  for 
requisition  documents  are  for  fixed  costs,  i.e.  utilities,  telephone,  etc.  These  bills  should  be 
mailed  directly  to  the  budget  office  for  payment. 

All  items  on  state  contract  are  to  be  requested  through  the  Purchasing  Office. 
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XI.  MEDIA  POLICY 


XI.  MEDIA  POLICY 
(effective  July,  1989) 


The  following  policy  provides  department  personnel  with  guidelines  concerning  their 
responsibUitfesTd^^^^^^  members'^of  the  news  media  In  carrying  out  this  policy,  the  basic 
philosophy  is  that  open  government  is  good  government,  and  lines  of  commumcation  with  news 
media  should  be  free  flowing  and  in  good  working  condition. 

Policy 

1 Who  should  respond  to  inquiries  from  the  news  media?  T^e  niost  appropriate  person 
should  respond,  i.e.  the  person  responsible  for  the  program  in  question,  the  person  ^th  the  most 
expertise  on  the  issue.  When  in  doubt  about  the  most  appropriate  person,  a supervisor  or  the 
Public  Affairs  Office  should  be  contacted. 

2 Personnel  should  use  caution  to  relate  only  facts,  not  speculations,  opimon  or 
oroiections  of  future  actions.  It  is  okay  to  say  “no  comment.”  However,  as  a public  employee, 
one  should  not  hide  behind  this  response.  It  is  okay  to  say  “I  don  t know  when  one  does  not 
have  the  answer  to  a question.  A respondent  may  offer  to  get  back  to  the  reporter  later  >^th  the 
answer  or  direct  them  to  the  person  who  does  have  the  answer.  Staff  should  keep  m imnd  the 
“context”  in  which  statements  are  made.  Perceptions  are  important.  It  is  vital  to  remember  that 

state  employees  are  public  figures. 

3 The  permission  of  the  Public  Affairs  Office  is  not  required  to  answer  a reporter  s 

questions-  notification  following  a conversation  or  interview  with  the  n^w$  media  should 

hP  AS  SOON  AS  POSSIBLE, 

4.  Department  personnel  are  not  required  to  talk  to  the  media  if  they  choose  not  to  do  so. 
If  a staff  member  declines  to  answer  a question  or  must  refer  that  question  to  another  sou^e, 
he/she  should  do  so  in  a courteous  and  professional  manner,  consistent  with  the  desire  to  be 
accessible  to  the  public  served. 

5.  Under  the  provisions  of  the  State  Personnel  Act,  the  release  of  employee  records  to  the 
general  public,  including  reporters,  is  limited  to  the  employee’s  name,  date  of  birth,  job  title, 
oresent  salary  date  of  original  employment,  date  of  most  recent  change  m job  classification,  and 
date  and  amount  of  most  recent  salary  change.  The  media  cannot  have  access  to  an  ongoing 
investigation  on  which  no  official  action  has  been  taken  or  any  matter  which  is  currently  under 

litigation. 

In  dealing  with  the  media,  staff  should  always  remember  that  prompt  responses  are 
appreciated  and  the  courtesy  of  a returned  phone  call  pays  dividends.  Again,  the  department 
policy  is  one  of  openness,  and  a prompt  notification  to  the  Public  Affairs  Office  is  necessary  if  the 
office  is  to  properly  serve  its  function. 

Employees  should  not  hesitate  to  contact  the  Public  Affairs  Office  if  there  are  any 
questions  regarding  this  policy. 
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